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PREFACE 


The Administrative Reforms Committee owes a deep debt of 
gratitude for the most willing and unstinted co-operation extended to it 
both by non-officials who were in some way associated with the 
Committee’s woric and the officers of the Central and State Governments. 
In particular, the Ministries of Home Affairs and Community 
Development and Planning Commission made all neoessary information 
available, and the Director, Organisation and Methods Division, Central 
Cabinet Secxetarlat took pains to get certain useful notes prepared. The 
Chief Secretaries of a number of States repUed promptly to our 
communications, gave us the benefit of their views on certain matters and 
supplied such factual Information as was desired. Shri B. Mehta, 
Chief Secretary, Rajasthan, showed personal concern in our task and 
issued necessary orders and instructions to all concerned. He also 
submitted a series of notes. Heads of major departments took stimulating 
and abiding interest and highlighted many problems. The Panel 
appointed, of course, lightened our burden and made a contribution. It 
was very encouraging to have replies from district le\'el and sub-ordlnate 
staff and a few of them were really remarkable. The Committee is 
indeed very grateful to them for their co-operation. 

Several persons in public life, particularly Hon’ble Members of 
Parliament from the State of Rajasthan, and also from other parts of the 
country, wrote to give valuable suggestions with regard to the terms of 
reference of the Committee. We owe our gra'itude to the Indian 
Institute of Public Administration for allowing us the use of their library. 

Within the Sta^e of Rajasthan, some of the Hon’ble Ministers gave 
us the benefit of their views and the representatives of the people from 
Pramukhs to Sarpanchas and Panchas also wrote to us giving their 
suggestions. 

With ell (his material in hand and so much in 'he heads of the 
Members of the Committee, what was most stimulating was the team 
.spirit of the Members who were always prepared to work against all odds. 

The Committee is highly appreciative of the excellence of service and 
indefatigable work put in by Merober-Secre’ary, Shri Anand Mohan Lai 
throughout, and more particularly, in the matter of drafting the report. 
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Assistant Secretary, Shri Rajendra Pal Singh, proved to be a 
happy choice and was of immense assistance, unassuming, cairn and a 
conscientious worker. 

Staff attached bore cheerfully the great burden put on it and never 
grudged extra hours. 

H. C. MATHUR, 

Member of Parliament, 
CHAIRMAN, 

JAIPUR ADMINISTRATIVE REFORMS COMMITTEE. 

ISth Septemhf.r. l'i>63. R.iJASTHAN. 



CONTENTS 


Chapier 


Subject 

Page 

CHAPTER 

I 

iNTBODtrCTION 

1 

CHAPTER 

n 

HiSTOBIOAIi Backoeoitnd 

7 

CHAPTER 

HI 

Govkbnment at the State Level 




A. Genebal 

16 



B. The People and the State 

27 



C. The Seoeetabut 

37 



D. Heads of Depaetments 

61 

CHAPTER 

IV 

Field Administbation 




A. Boabd of Reventtb and 




Reoional Cohuissionbbs 

69 



B. Regional Administbation 

82 



C. Distbiot Administration 

84 

CHAPTER 

V 

Pebsonnel Administbation 

89 

CHAPTER 

VI 

Administbative PaOCEDUBEe 

126 

CHAPTER 

vn 

Of Mattees Financial 

141 

CHAPTER 

vni 

Technical Efficiency and 

Intebnal Evaluation 

165 

CHAPTER 

IX 

Local Government 




A. Panohayati Raj 

166 



B. Municipal Administration 

173 

CHAPTER 

X 

Public Relations 

181 

CHAPTER 

XI 

Summary of Recommendations 

189 


.. & 

• • i 


Lists of Affhndices and Abbbbviations 

Appendices 

Ebbata 


cxxxxv 





CHAPTER I. 
INTRODUCTION 


1.1 CONSTITUTION/AND TERMS OF REFERENCE. 

l.I.l In July, 1%2, the State Government constituted this 
Committee to recommend measures to bring about reforms in the 


administration of the State, specially to improve the efficiency of working 
of government offices and ensure the expeditious disposal of government 
business. The following were appointed as members of the Committee. 

1. 

Shri Harish Chandra Mathur, 

Member of Parliament. 

Chairman. 

2. 

Prof. M. V. Mathur, Head of the Department 
of Economics and Public Administration, 
University of Rajasthan, Jaipur. 

Member. 

3. 

Raja Shri Man Singh, Member, Legislative 
Assembly, Rajasthan. 

Member. 

4. 

Shri Kedar Nath, Member, Legislative 
Assembly, Rajasthan. 

Member. 

5. 

Shri P. K. Chaudhary, Jaipur. 

Member, 

6. 

Shri Vishnu Dutt Sharma, I.A.S., previously 
Principal, Officers’ Training School, Jaipur, 
now Registrar, Co-operative Societies, 
Rajasthan, Jaipur. 

Member, 

7. 

Shri G. K. Bhanot, I.A.S., Special Secretary 
to Government, Appointments (A) Department. 

Member. 

8. 

Shri Anand Mohan Lai, I.A.S., Deputy 
Secretary to Government, Planning 

Department. 

Member- 

Secretary. 


1.1.2 Shri Rajendra Pal Singh, R.A.S., was appointed as Assistant 
Secretary of the Committee in October, 1962. 
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1.1.3 The specific terms of reference of the Committee were as 
follows:— 

(i> To review the suitability of the office system in vogue 
in the offices of the Secretariat, the Board of Revenue, the Heads 
of Departments and the District Offices and to suggest measures 
for improving efficiency and speed in the disposal of corres¬ 
pondence, and in the offices themselves. 

(ii) To suggest measures for the avoidance of superfluous 
work and the duplication and overlapping of activities. 

(iii) To suggest measures for delegation of powers at various 
levels with a view to encouraging responsibility and initiative at 
all levels and securing expedition of government work. 

(iv) To examine the adequacy of public relations in Govern¬ 
ment offices and suggest measures to improve contacts between 
the public and the Heads of offices. 

(v> To examine and suggest measures to facilitate attention to 
complaints, enquiries regarding pending matters and general 
requests for information. 

(vi) To suggest measures fur the better co-ordination of 
activities of different departments at the district level. 

1.2 APPROACH. 

1.2.1 At the outset, on the 17th August, 1962, the Chief Minister 
discussed various aspects of the terms of reference of the Committee 
with its members and elaborated on some of the points which he 
considered to be important, and desired the Committee to examine in 
considerable detail. After considering its terms of reference from all 
aspects, the Committee prepared two questionnaires; one was specifically 
designed to elicit the views of senior Government officers in positions of 
responsibility, and the other, which was more general, was devised to 
elicit the views of the members of the public on certain important issues. 
However, even those who were not in Government service were informed 
that they could send their views on any point mentioned in the detailed 
questionnaire if they so desired, and a number of them did so. The 
questionnaires prepared by the Committee have been reproduced in the 
appendices to this report. The terms of reference of the Committee 
were also given due publicity through press releases and various 
agencies of the Government, and members of the public were requested 
to convey their views and suggestions on any matter which could 
appropriately be considered by the Committee. Of its own accord, the 
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Committee addressed the questionnaires to a large cross section of 
people who, it considered, would be interested in the administration of 
the State. The list of such persons is reproduced at Appendix III. 
In all, more than 5,000 copies of the questionnaires were distributed by 
the Committee. The total number of replies received was 568. 

1.2.2 The Committee held meetings between the 17th August, 
1962 and the 23rd September, 1963 to examine various issues arising out 
of its terms of reference, to consider the draft report and finalise its 
recommendations. In the course of the enquiry, 30 officials and 23 
non-officials were examined by the Committee. A list of these persons 
is reproduced at Appendix IV. In addition, detailed information on 
various points was obtained from the departments concerned. 

1.2.3 In order to have the various issues relating to office 
procedure and financial matters examined in detail, the Committee 
constituted a special panel comprising the following members:— 

1. Shri Anand Mohan Lai, Deputy Secretary 
to Government, Planning Department, 

Jaipur. 

2. Shri B. D. Mathur, Chief Engineer, 

P.W.D. (B&R), Rajasthan, Jaipur. 

3. Dr. S. C. Mehta, Director of Medical and 
Health Services, Rajasthan, Jaipur. 

4 . Shri C. J. Malkani, Deputy Accountant 
General (Senior), Rajasthan, Jaipur. 

5. Shri H. K. Sinha, Regional Manager, Burmah- 
Shell, Jaipur. 

6. Shri Samarth Raj, Retired Director of 
Agriculture, Rajasthan, Jaipur. 

7. Shri R. Y. Garg, General Manager, Bank of 
Rajasthan, Jaipur. 

8. Shri Rajendra Pal Singh, Assistant Secretary 
to the Committee. 

In addition to the points raised in parts three and four of the 
questionnaire relating to office procedure and financial matters, the panel 
also examined issues involved in questions 4 to 10 in part two of the 
questionnaire relating to service matters. The views of the panel were of 
great value to the Committee. 


Convener, 

Member. 

Member, 

Member, 

Member, 

Member, 

Member, 

Secretary. 
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1.2.4 An effort was also made to obtain relevant information from 
the Organisation and Methods Division of the Government of India. 
Special case studies were conducted on the following subjects.— 

(i) Time-motion study of files in Secretariat Departments: 

(ii) Nature of applications received, manner in which they 
were dealt with, and the time involved at each stage, in the 
following offices:— 

(a> Directorate of Industries, 

(b) Collectorates at Jaipur and Kota, 

(c) Office of the Sub-.Divisional Officer, Bali (District Pali), 

(d) Tehsils Bundi (District Bundi) and Bali (District Pali). 

1.2.5 In addition to the above measures, a large range of books and 
reports touching upon various aspects of public administration were 
examined before the report was actually drafted. 

1.2.6 The Committee has considered the problems of administrative 
reform from a fairly wide perspective and all the recommendations which 
are of a gwieral nature have been included in this report. However, 
it is felt that the task of the Committee would be incomplete if it did 
not consider the reforms that should be brought about in the internal 
working of important individual departments. There may be certain 
other aspects of administrative reform which the Committee may like 
to deal with after further deliberations. In order to enable the State 
Government to consider the main report of the Committee, it is being 
submitted straight away. It is, however, intended to submit a supple¬ 
mentary report on matters indicated above in about six months’ time. 

1.3 THE NEED FOR ADMINISTRATIVE REFORM. 

1.3.1 Administrative reform is, in its very nature, a 
continuous process. As long as there are imperfections in man, and at 
the same time, he is imbued with a will to improve his lot and progress, 
whether it be in the field of administration or any other, he will continue 
his quest for bringing about a progressively better state of affairs than 
that in which he lives in the present. No government can, at any time, 
afford to ignore the needs or possibilities of reform in the administra¬ 
tion of public affairs, least of all when it is engaged in an enormous effort 
to develop the land and its people, establish democratic traditions and 
build up a welfare State, as is the position in this country today. The 
activities of the government touch upon the lives of all citizens in mani- 
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fold ways, both directly and indirectly. In these circumstances, it is 
all the more necessary for the government to conduct its affairs with a 
due sense of responsibility and trust and bring into its actions as large 
a measure of efficiency as possible. This can only be achieved through 
the adoption of a continuous process of introspection, study and 
evaluation. Periodical examinations and reviews of the administrative 
systems in vogue by independent bodies also need to be undertaken. In 
a rapidly changing scene of govermental activity it will be necessary to 
evolve new methods, techniques and organisations to deal with the tasks 
in hand and there should be no hesitation to do so, commensurate, 
of course, with the need of ensuring basic stability in the administration. 
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HISTORICAL BACKGROUND 

2.1.0 The State of Rajasthan was formed as a result of successive 
mergers, firstly of the erstwhile princely states situated in this area, and 
thereafter of the part ‘CT state of Ajmer-Merwara. The process 
cmnmenced on the 17th March, 1948 when the princely states of Alwar, 
Bharatpur, Dholpur, Karauli and the Cbiiefship of Ncemrana joined 
together to form what was known as the Matsya Union. On the 25th 
March, 1948, the states of Kota, Bundi, Jhalawar, Banswara, Dungarpur, 
Kishangarh, Pratapgarh, Shahpura and Tonk also merged and gave 
rise to ‘Former Rajasthan’. Subsequently, on the 18th April, 1948, 
Udaipur also joined Former Rajasthan followed by the states of 
Bikaner, Jaipur, Jaisalmer and Jodhpur which merged on the 30th 
March, 1949, bringing into existence the ‘United States of Greater 
Rajasthan’. On 15th May, 1949, Matsya Union merged with the United 
States of Greater Rajasthan. In the sixth and the final stage, on the 
date the Republic of India came into existence, with the merger of a part 
of Sirohi state, the process of integration of princely states and the emer* 
gence of the new State of Rajasthan was completed. The part ‘C’ state of 
Ajmer, however, continued to exist like an island within the territory of 
Rajasthan. In 1956, with the promulgation of the States Re-organisation 
Act, this State, together with the Abu Road Taliika of the former Bombay 
State and the Simel Tappa region of former Madhya Bharat were 
merged with Rajasthan, while Sironj sub-division of Kota district was 
transferred to Madhya Pradesh, and this brought into existence the new 
State of Rajasthan in its present form. A list of the covenanting states, 
together with relevant particulars, is given at Appendix V. 

2.1.1 Having tided over the transient phase of the merger, the 

infant State of Rajasthan was faced with a multitude of formidable 
problems. The erstwhile princely states varied enormously in size, 
population, levels of economilc development, sodal and cultural heritage, 
and in the systems of executive and judicial administration. One aspect 
that the states had in common was that all powers, both in the 
administrative and judicial fields, had their source in the Ruler. How¬ 
ever, there was wide disparity in the conditions obtaining in the different 
states. Some of them had imported the concepts of modem government 
from the adjoining British territories and had even drawn into positions 
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of responsibility administrators of considerable experience and standing. 
These states even had Councils of Ministers in which popular Ministers 
had also been included. Recruitment to the public services was made 
through a Public Service Commissimi and appointments and promotions 
were given on the basis of well-defined rules and procedures, which laid 
considerable emphasis on merit.. In some states, the judiciary had been 
separated from the executive and its independence was ensured to a 
substantial degree. Anti-corruption Department had been organised to 
check bribery and corruption and elaborate arrangements were made for 
the audit and maintenance of government accounts. On the other 
hand, in some of the other States, lawlessness was rife and admiaistraidon 
existed in but a rudimentary form. Laws were sketchy and inadequate. 
Administrative procedures were ill-defined and, to a large extent, the 
administration was personal in nature and governed substantially by the 
wishes of the rulers and their advisers. Bringing about an adequate 
measure of uniformity in these widely differing systems of administration 
was the most important task with which the new State of Rajasthan was 
faced. The foremost problem was the restoration of law and order 
through the subjugation of the bandits and dacoits who were roaming 
the country-side. This was promptly and very effectively accomplished. 
In the first few years, considerable effort had to be made to introduce 
stability and an adequate balance in the State's economy. Once these 
fundamental tasks were accomplished, the State had to address itself 
to the promulgation of new laws and rules to guide and determine the 
conduct of the affairs of the State and translate into practice the 
political, social and economic ideals of democracy and a welfare State. 
In addition, the process of planned development was also initiated in the 
early years of the formation of this new State and its administrative 
system had to be geared to the requirements of this great task. The 
evolution of new service and accounts rules and the integration of the 
services of the employees of the different States was another vexing 
problem which faced the State Government, The events accompanying 
and following the merger have now receded into the distant past and an 
organised new State has emerged, but it cannot be said that the State has 
yet got over its birth pangs. While a series of basic, as well as pro¬ 
gressive, enactments have been brought on the Statute Books, the 
departments of the Government have been rationally organised and attuned 
to the present day requirements of State administration, the dircumstances 
of the past sUH continue to exercise their influence in manifold ways. 
In view of the conditions which were obtaining in the social, economic 
and administrative fields when the State was first constituted, it has 
to be admitted that the State has forged ahead with considerable vigour 
and vitality and has accomplished much that is significant. 
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2.1.2 In the sphere of administrative reform, too, there has been 
considerable thinking. A number of Committees were constituted from 
time to time by the State Government to inquire into various important 
matters touching upon the State administration. The most notable of these 
were the Departmental Procedures Committee 1954, The Rajasthan 
Administrative Enquiry Committee 1956, The State Economy Committee 
1956 and the Committee constituted to recommend the manner in which 
the judiciary may be separated from the executive. For purposes of 
co-ordination in developmental activities, planning and development co¬ 
ordination Committees were constituted under the chairmanship of the 
Chief Secretary. A number of advisory or consultative Committees 
which include specialists, legislators and other interested persons, were 
also constituted to advise the Government on matters which were of 
considerable public importance. More recently, the Government cons¬ 
tituted Committees to rationalise and integrate the training programmes 
of all State Government servants, to suggest measures for relieving 
technical officers of their routine administrative duties and to suggest the 
manner in which the processes of tax collection in the State may be 
rationalised and simplified. 

2.1.3 In 1962, the State Government constituted a Revenue Laws 
Commission to suggest appropriate measures for the rationalisation and 
simplification of revenue laws, a Jails Reform Commission to recommend 
improvements that may be brought about in administration of prisons 
and a Study Team on Panchayati Raj to examine all aspects of the 
working of Panchayati Raj in the State and recommend measures to 
remove the existing shortcomings and improve the programme in content 
and quality. A number of other committees were constituted from time 
to time to examine various aspects of the state administration, and as a 
result of the recommendations of the committees enumerated above and 
other committees, significant improvements have been brought about in 
the administrative and technical spheres of governmental activity. 

2.1.4 Other significant landmarks in the domain of administrs' 
live reform may be summarised as follows:— 

(i) Organisation and Methods .—An Organisation and Methods 
section was constituted in the Secretariat in May, 1955. To 
begin with, the activities of this section were confined to the 
Secretariat only, but subsequently its activities were extended to 
the departmental offices. The functions of this section were 
primarily;— 

(a) to make all concerned conscious of the need and scope 
for improvement in administrative procedures, 
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(b) to study the working of the procedures followed in 
various government offices through visits, discussions and 
collection of statistical data, to locate the factors affecting 
speed, efficiency and quality of work and to suggest appropriate 
remedies and improvements. 

In the first few years this Organisation mainly concentrated 
on the working of the Secretariat departments and introduced a 
number of improved procedures and techniques. 

In 1961, the concept of Organisation and Methods was extended 
to the departmental and district offices. Organisation and 
Methods Officers were appointed in all important departmental 
and district offices and they were required to introduce the 
principles and techniques of Organisation and Methods in their 
respective offices and to send quarterly reports to the Organisation 
and Methods section of the Secretariat regarding the action taken 
by them. Elaborate instructions were issued to all Heads of 
Departments regarding the manner in which these activities should 
be organised in their respective departments. 

(ii> Strengthening of the Anti-corruption Mochinery.~A 
separate department of Anti-corruption under an Additional 
Inspector General of Police was constituted in the year 1957 to 
enquire into all complaints of corruption, bribery, misappropria¬ 
tion of government funds and embazzlement etc. by government 
servants. 

A separate post of Commisssioner for Departmental Enquiries 
was created in the year 1956 to enquire departmentally into cases 
of the above nature and to conduct departmental proceedings 
against officers of the state services. 

(iii) Senior Officers’ Conference. —To discuss important 
matters of mutual interest, a conference of all Secretaries to the 
Government, Heads of Departments and Collectors is held once a 
year. These annual conferences are presided over by the Chief 
Minister and attended by all Ministers and Deputy Ministers of 
the State Government, The first conference was held in the year 
1954 and nine conferences have since been held. 

(Iv) Definition of the role of District Officers. —In 1958, the 
State Government defined in specific terms the role of District 
Officers and their relationship with the district level officers of other 
departments in order to bring about an adequate measure of co¬ 
ordination between the different departments of the government 
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functioning at the district level. Revised and more comprehensive 
orders were issued in this respect in August, 1961. 

(v) Formation of Cabinet Secretariat. —In order to provide 
secretarial assistance to the Cabinet and ensure that Cabinet 
decisions are promptly and fully implemented by the various 
departments of the government, a separate Cabinet Secretariat was 
set up in May, 1960. The Organisation and Methods section of the 
Secretariat was also attached to the Cabinet Secretariat. 

(vi) Evaluation Organisation .— ^The State Government cons¬ 
tituted in April, 1960, a separate Organisation to evaluate, 
primarily in qualitative terms, the working of Panchayati Raj in 
the State and the nature of implementation of important plan 
schemes and programmes. 

(vii> Transfer of government servants .— In order to prevent 
frequent transfers of government servants, specific orders were 
issued to the effect that if any government servant was transferred 
before he serves for a period of two years at a particular place, 
the approval of the next higher authority should be obtained by the 
transferring authority, and also that, as far as possible, the 
transfer of government servants should be effected between the 
months of April and June to avoid any dislocation in the education 
of children of government servants. Orders were also issued to 
the effect that low-paid government servants should normally be 
posted in their home districts. 

(viii) Incentives to government servants for original work ;—. 

(a) Merit pay. —^The State Government framed special 
rules for the award of merit pay to those government servants 
occupying technical posts who did original work of special 
merit, important research work or made innovations of 
practical utility. Such merit pay is of three grades, Rs. 50/-. 
Rs. 100/- and Rs. 150/-, awarded on the recommendations of 
a special Board constituted by the government and once 
awarded it is treated in the nature of personal pay given to 
the officer for the rest of his service career, provided he 
continued to display active interest in the work for which such 
pay was originally granted. 

(b) Cash Frizes.—Rules have also been framed for the 
award of cash prizes to government servants who write articles 
or books not directly connected with their official duties, if 
they are found to be of the requisite standard. 
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(c) Study Circles. —Study circles have been constituted by 
the government in the Secretariat and in the offices of certain 
major Heads of Departments to give an opportunity to all 
government servants serving in these departments to discuss 
matters of common interest, and thus improve their technical 
and general knowledge. 

(ix) Officers’ Training School. —The State Government set up 
a separate school for the training of State Administrative Service 
Officers in 1957. The ambit of this school has since been extended 
considerably and it will now form a nucleus for co-ordinating the 
training programmes and refresher courses of all State and 
Subordinate services. It will also run Foundational, Middle & 
Senior Management and Refresher Courses for officers of the 
State Services. 

(x) Separation of the Judiciary from the Executive .— 
Government have drawn up a phased programme for bringing 
about the separation of the judiciary from the executive and, as a 
first step in this direction, in 1962 separate courts of Judicial and 
Executive Magistrates were constituted in the State. The Judicial 
Magistrates belong to the Rajasthan Judicial Service and are 
under the direct supervision and control of the High Court. 

(xi) Introduction of Panchuyati Ra}.—On 2nd October, 1959, 
representative bodies at the district and block levels, known as 
the Zila Parishads and Panebayat Samitis, were constituted 
throughout the State and considerable responsibility for the 
administration of rural development programmes was transferred 
to them. This was the first State to introduce this notable change 
and the event had a considerable impact specially in the field of 
development. 

(xii) Economy in administration. —The State Government has 
been aware of the need of effecting economy in the administration 
and has adopted a number of measures in the last few years to 
bring about substantial economies in the non-plan expenditure. 
In the Third Five Year Plan period alone, the savings effected as 
a result of these economies would be to the extent of four or five 
crores of rupees. 

2.1.5 It will be observed from the above that since its inception, 
not only have all the activities of the State Government been organised 
on rational and scientific lines, but much headway has also been made 
in the direction of importing devices that would tend to improve the 



efficiency of the administration. However, reform in the field of 
administration, as in any other, is a continiioii.s process and essential 
for the well-being of the state and its people. 
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D. HEADS OF DEPARTMENTS. 



CHAPTER III 


PART A. 

GENERAL 

I. STATE POLICY. 

3.1.1 In any form of government, proper adrainislrative structures 
and procedures are important and do contribute to the efficiency of the 
administration, but much more important is the quality of the human 
element and the manner in which it is handled. The Cabinet is the 
fountain-head of the administration and determines (he tone and 
temper of tlie entire administration. Competence, integrity and team 
v/ork of the Cabinet cast their reflection throughout the administration. 
Without these pre-requisites it will be idle to expect a good administra¬ 
tion, however sound the administrative structures and procedures may 
be. 

3.1.2 Cabinet should be small and compact. The economy that 
will result is but a secondary aspect of the advantage resulting from 
this step; the main advantage is the impact that this will have on the 
efficient running of the administration. 

3.1.3 The right man in the right place with full freedom to 
function and with necessary support and confidence of a vigilant and 
strong minister will, without doubt, ensure efficient administration. 
The ministers should decide policies, draw up programmes and priorities, 
give general directions and exercise supervision and control, but should 
permit the civil servant to execute the policies and programmes of the 
government unhindered, encourage initiative amongst them and ensure 
that they exercise fully the powers that have been delegated to them at 
all levels. 

3.1.4 There should be courtesy and respect for people’s represen¬ 
tatives and full consideration should be given to their views, but under 
no circumstances should administrative principles be sacrificed or tam¬ 
pered with. 

3.1.5 Heavy development programmes touching upon all spheres 
of life, social reforms of a vital nature, radical land reforms, welfare 
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schemes for the Scheduled Castes/Scheduled Tribes and the devolution 
of power on the people’s representatives should have had a tremendous 
impact on the masses and made them happy, but the unfortunate fact 
is that the citizen is still irritated and dis-satisfied. There is a feeling 
that delays, mal-administration, nepotism and corruption exist in varying 
degrees and often things do not niove without political pressures or 
resort to graft. There is some force in these complaints even though 
there is an element of exaggeration and exploitation by vested interests. 
Be it due to lack of adequate public relations or anything else, the out¬ 
standing fact is that the respect for the government and the administra¬ 
tion is not as high as it should be. 

3.1.6 There is a feeling that postings and transfers are some 
times governed by extraneous considerations. People’s representatives 
are sometimes more interested in a particular officer being transferred 
or another particular officer being posted or retained at a particular 
place. Officers so posted or transferred cannot function impartially or 
effectively and a mutual exploitation by politicians and services starts. 
In such circumstances, there cannot be good administration and the 
services cannot but be demoralised. It is high time that we put a halt 
to this process. Well defined procedures should be devised to ensure 
that individual responsibility is fixed for specific lapses, like undue 
delay in disposal of work, execution of schemes and projects or actions 
which result in substantial loss to the government. 

3.1.7 We have in the course of this report made suggestions and 
recommendations which will help in toning up the administration and in 
inspiring greater public confidence in the government. 

3.1.8 With specific reference to the working of the Cabinet, the 
following recommendations are made.— 

3.2.1 (i) Decisions o/ the Government .—Before a decision is taken 

in any matter by the government, the following aspects should be carefully 
considered:— 

(a) the direct and indirect effects of the decisions on the 
administration and the people, both immediate and long range. 
Since a number of government decisions influence the lives of a 
large section of the population to a substantial degree, it is 
extremely important that adequate thought should be given to this 
aspect before a decision is taken by the government; 

(b) the manner in which the decision, if takqn, will be 
implemented. In this connection special mention should be made 
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of the agencies which will implement the decision, the additional 
staff required, if any, and the manner in which the consequent 
expenditure on this and other accounts is proposed to be met. 
This is an extremely important matter, because it is noticed that 
sometimes adequate arrangements are not made in advance for the 
implementation of government decisions with the result that the 
quality of implementation often suffers and sometimes the full 
purport of the decision is also not achieved. A case in hand 
would be the revision of pay scales recently carried out by the 
government. It was because adequate staff was not provided to the 
various departments for fixing the salaries of government servants 
in the revised pay scales that in a number of heavily staffed 
departments, like Fducation, this work has not been completed 
inspite of a considerable lapse of time. It is, therefore, essential 
to ensure that when decisions are taken by the government which 
involve considerable additional work, a practical assessment is 
made to discover whether the existing agencies will be able to 
carry out the tasks in question or whether additional staff would 
have to be provided. Similarly, the requirements of equipment, 
machinery, vehicles and other incidental expenditure should also 
be examined in advance and appropriate provisions made. 

3.2.2 All administrative departments of the government should be 
requested to specifically comment on these points while submitting their 
memoranda to the Council of Ministers and the Cabinet Secretariat 
should ensure that this has been done. Adequate arrangements should 
also be made by the administrative departments for watching and 
periodically reviewing the matter of implementation of important decisions. 

3.3.1 (ii) While informal discussions in the Cabinet necessarily 
have to take place on various matters, it would be desirable to take 
formal decisions in matters under its consideration only after all relevant 
aspects have been fully examined in the departments concerned. 

3.4.1 (iii) The important general grievances of the people should 
be intimated by all offices of the government to the state government. 
The Chief Secretary should ensure that these problems receive prompt 
attention in the administrative departments of the government. He 
should also submit a quarterly report to the Cabinet indicating the 
important grievances of the people which come to the notice of the 
government during the quarter and the remedial action taken or proposed 
to be taken with regard to them. 

3.5.1 (iv) The presence of all the Ministers at headquarters on 
particular dates, say from 1st to 5th and 15th to 20th, should be notified 
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in the gazette, so that the citizen may be sure that he will be able to 
meet the Ministers when he visits the headquarters with complaints or 
suggestions on those particular dates. Tours of the Ministers should be 
very effectively planned and advance information of their tours given so 
that citizens may be able to take full advantage of the honourable 
Ministers’ presence in their districts. Lven if the Ministers tour for 
ten days in a month, they will be able to visit each district twice a year. 

3.6.1 (v) The Chief Minister may have monthly press conference 
at which he may explain the important decisions of the government and 
clarify issues raised by press correspondents relating to matters of public 
interest. 

3.7.1 (vi) The Cabinet Secretariat is already submitting important 
information and data to the Cabinet from time to time. It should be 
suitably strengthened to ensure that such information as may require the 
attention of the Cabinet is obtained, analysed and submitted to the 
Cabinet in time. 

TI. NEED FOR A STATE PLANNING AND DEVELOPMENT COMMISSiON. 

3.8.1 Perhaps the most important changes that have taken place 
in public administration since independence are in the fields of planning, 
Panchayaii Raj and public sector management. Our top administrative 
organisation has to be properly geared to lake care of these important 
responsibilities. 

3.8.2 These additional functions necessitate ‘rigorous thinking’ 
and ‘effective co-ordination’ in the highest echelons of government. 
While suggestions regarding the formulation of schemes and fixatioa of 
targets and priorities emanate both from government departments and 
representative institutions, in the actual process of planning the interests 
of the different sectors and regions have to be carefully balanced to produce 
optimum results. While the administrators and technologists have an 
important role to play in the administrative, social and economic aspects 
of planning, it is, in the ultimate analysis, to a substantial extent a 
political process. Therefore, to bring about an adequate balance, a 
properly manned top level staff agency is needed to advise the State 
Cabinet regarding Planning and Development programmes. In our view, 
it should be in the shape of a State Planning and Development 
Commission. We understand that the National Planning Commission 
has also advised the State Governments to have a compact state level 
planning agency of this nature. 
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3.8.3 Its functions may be as follows:— 

(i) To advise the Ctlinet regarding perspective planning, 
formation of plans, studies which would help in this. 

(ii) Continuous watch over the progress of the plan pro¬ 
grammes, including regular reporting, marking the red signals as 
soon as Ihey are noticeable and field visits wherever necessary. 

(iii) Rephasing of the plan as and when necessary. 

(iv) Special care of socio-economic planning of Rajasthan 
Canal area. 

(v) Regular follow-up of ‘developmental’ projects, specially 
those of a remunerative nature, included in earlier plans (at least 
till they reach the stage of ‘viability’). 

(vi) Virtually to act as a ‘Finance Commission’ for recom¬ 
mending grants to Panchayati Raj institutions. 

(vii> To maintain a close liaison with National Planning 
Cmmission for formulation and rephasing of plans. 

(viii) To study special features of state level plan administra¬ 
tion in other States of India and in other countries whose 
experience would be of advantage to this State. 

(ix) To pay special attention to the development of backward 
regions within the State. 

(x) To guide the planning and progress of public sector 
industries in the State. 


3.8.4 The membership of this Commission should be as follows:— 


1. Chief Minister 

2. Three Ministers (One of whom should be 
the Finance Minister) 

3. Three full-time members with experience 
of plan administration, engineering and 
economic affairs, one of whom should 
be Deputy Chairman. 

4. Chief Secretary (in his capacity as 
Planning Secretary) 

5. Deputy Secretary (Planning Department) 


Chairman. 


Members. 


Members. 


Member. 

Secretary. 
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3.8.5 Part-time specialist consultants appointed by the govern¬ 
ment from time to time may also be associated in an advisory capacity 
with the work of this Commission. 

3.8.6 The Planning Department of the Secretariat should also 
function as the Secretariat of this Commission. The recommendations 
of the Commission should be submitted to the Planning Minister or the 
Cabinet, according to the importance of the matter and orders should 
be issued according to the decisions taken on them by the Planning 
Department of the Government. 

3.8.7 With regard to this recommendation, Shri Anand Mohan 
Lai felt that, “while in principle the appointment of such a commission 
would be of benefit to the government and would tend to introduce 
greater balance and depth in the planning activities of the State, in view 
of the expenditure involved and the size of the state plans which, after 
accounting for the major projects and committed expenditure, left little 
room for adjustments subsequent to the preparation of the original Five 
Year Plans of the State, such an organisation, although desirable, would 
be prohibitive. 

3.8.8 “The preparation of the State’s Five Year Plans is a 
specialised and not a continuous activity. Apart from the officers of the 
State Government, a fairly large number of specialists are also appointed 
to the various committees and working groups to advise the State in this 
connection. The views of the State Planning Board are also obtained 
before the plan is put up to the Cabinet for approval. As such there 
is a sufficient measure of ‘specialised’ opinion already available to the 
government in this respect. Thereafter, it is only at the stage of the 
preparation of the annual plans that inter-se priorities have to be 
de‘ermined between different development programmes and targets fixed. 
The commission would certainly be in a position to render useful advice 
to the State Government in this respect. Even in this sphere, since 
a considerable portion of the expenditure on plan schemes becomes 
committed as a result of allo-cations made for major projects and pro¬ 
grammes started in the earlier years of the plan period, the scope for 
adjustments is necessarily limited. Besides, the preparation of annual 
plans will at'ract the attention of the commission for about three or 
four months each year. The main functions of the commission, there¬ 
after, will be to review the progress of different plan schemes and suggest 
ways and means of removing bottlenecks and difficulties. This work is 
at present being done by the State Planning and Co-ordination 
Committees which have been constituted for different sectors and are 
presided over by the Chief Secretary. Important matters are brought 
to (he notice of the Minister-in-Charge and the Chief Minister. The 
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State Planning Board and its sub-committee also periodically review the 
progress of various plan schemes and offer their views in this respect. 
It will, therefore, be observed that apart from the advantage of expert 
opinion on certain aspects of planning, which, no doubt, is a definite 
advantage, the above recommendations of constituting a separate commis¬ 
sion for this purpose will hardly supplement whatever is already being 
done under the existing arrangements. 

The availability of expert opinion in various aspects of planning 
would certainly be welcome but, to some extent, through the appointment of 
consultants and advisers, the State Government is already making an effort 
to obtain such advice. If the experts are to become permanent members of 
the directive body for planning at the State level, they should 
be so selected that adequate and balanced emphasis is given to all 
important sectors of the plan. This will not be possible unless four or 
five experts are appointed. Apart from the fact that they will not be 
having sufficient work to do throughout the year, the State Government 
will hardly be in a position to bear such a heavy expenditure on this 
account. With a limited number of experts we will have to guard against 
the introduction of an imbalance in the planning activities of the State. 
In view of these considerations, apparently, the purpose in view would 
be largely served if ‘specialist consultants’ arc appointed for various 
important development activities as recommended elsewhere in this 
report. If, however, it is considered desirable to constitute a 
‘Commission’ of the nature suggested above, it should be compact and 
balanced. It may, therefore, comprise the Chief Minister, Ministers for 
Planning (if he is other than the Chief Minister) and Finance, one 
e.xpert in ‘developmental administration’, one expert in ‘economic affairs’ 
and the Chief Secretary (Planning). It may from time to time, obtain 
the advice of specialists in various fields whenever it considers this to be 
necessary. Further, the organisation for the evaluation of plan pro¬ 
grammes should be suitably strengthened so that the commission may be 
able to make a continuous and objective assessment of the progress of 
these programmes and take necessary steps to remove shortcomings and 
improve them in content and quality”. 

3.8.9 The questions as to whether the whole-time members of the 
Commission would have sufficient work to do, and whether the set-up 
proposed would be unduly expensive was considered by the Committee. 
In this conncc’ion, it was observed that since the Commission would be 
concerned with all developmental activities, both plan and non-plan, and 
would be making a continuous study of these programmes, the members 
should be fairly busy. Further, the commission’s advice should enable 
the government to make their limited funds go a longer distance. The 
limited additional expenditure involved in setting up the proposed 
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commission would thus yield rich dividends. However, to begin with, 
two whole-time membeirs ins'.ead of three may be appointed. 

in. CO-ORDINATION 

3.9.1 It is observed that the State Government has already taken 
a number of effective measures for bringing about co-ordination between 
different government departments dealing with related fields of activity. 
The Cabinet has, from time to time, constituted sub-committees for co¬ 
ordinating special activities such as agricultural production programmes. 
In order to bring about effective and continuous co-ordination at the 
ministerial level, it is desirable that the assignment of portfolios to the 
Ministers'/Dcputy Ministers should be made on the principle that inter¬ 
related or allied departments are under the charge of the same Minister/ 
Deputy Minister. It is appreciated that there are some other considera¬ 
tions which bear upon the distribution of portfolios, but this is an 
extremely important matter and should, to the extent possible, be kept 
in view when this is done. 

3.9.2 At the official level, the Chief Secretary mainly co-ordinates 
the activities of the different departments of the Secretariat, as well as, 
in some cases, the Heads of Depai’tmen:s. There are Planning and 
Development Co-ordination Committees for all sectors of the State Plan 
which lay down targets and priorities, review progress in both physical 
and financial terms periodically, and co-ordinate the activities of allied 
departments. The Chief Secretary also convene.s a monthly meeting of 
all Secretaries to the Government, 

3.9.3 In addition to the measures already adopted in this respect, 
the following recommendations are made with regard to co-ordination of 
departmental activities at the State level. The question of co-ordination 
at regional and district levels has been discussed in detail in chapter IV of 
this report. 

3.9.4 (i) The assignment of departments to the Secretaries to the 
government should be based on the principle that inter-related depart¬ 
ments should be with the same Secretary. This should prove to be an 
extremely effective measure in bringing about co-ordination at the 
Secretariat level. Detailed recommendations have been made in this 
respect in part ‘C’ of this chapter. 

3.9.5 (ii> Constant co-ordination in all activities relating to rural 
development, specially agriculture, animal husbandry, irrigation and 



co-operation are essential for the efficient running of these progranunes. 
Since this co-ordination will have to extend to even the detailed 
activities of these departments in a number of cases, it has been 
considered desirable to associate the Development Commissioner actively 
with their working as he is the most appropriate officer to bring about 
this co-ordination. It has, therefore, been recommended in part ‘C’ of 
this chapter that the Development Commissioner should be designated as 
the Principal Secretary to these departments and his main function will lie 
in the field of co-ordination. 

3.9.6 (iii) In order to discuss the broad features of their 
departmental activities, the progress of departmental programmes and 
any difficulties which may be experienced in the administration of the 
departments, all Heads of Departments Class I should meet the Chief 
Secretary once every quarter, separately. 

3.9.7 (iv) The Heads of Departments should convene meetings of 
the regional and district level officers at least twice a year to review the 
progress of departmental activities, prepare a plan of action for future 
and resolve any difficulties or problems that they may be faced with. 

3.9.8 (v) In a number of cases, the practice of discussing matters 
of common interest in meetings proves to be an effective method of 
working out agreed policies or plans of action, eliminating delays 
involved in several written references and cross-references, and the 
taking of decisions after a comprehensive examination of the matter from 
different stand-points. However, official meetings can only serve a useful 
purpose provided the officers who attend these meetings are given adequate 
notice regarding the points on the agenda, and they study these points 
and concretise the views of their departments relating to them before 
they attend the meetings. Normally the representatives who attend the 
meetings should be in a position to state their views categorically and 
further reference to the departments which they represent should not be 
necessary. 

3.9.9 Attitudes in Co-ordination .—Effective co-ordination is, to a 
large extent, also a human factor. The attitudes of civil servants 
working in related departments of the government towards each other, 
and the measure of their understanding of each other’s problems, play an 
important part in determining the manner in which they co-ordinate their 
activities. The officers charged with the responsibility of bringing 
about co-ordination between different departments should display all 
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qualities which are required of the leader of a team, for it is his attitude 
that determines, to a large extent, the measure of co-operation that he 
receives from his colleagues. He should be courteous and should have 
a sympathetic approach to the problems of other departments. The 
organisation of social meetings, unconnected with official routine activities, 
will help considerably in easing attitudes amongst brother officers and 
in developing friendly and constructive relationships between them. 

3.9.10 The State Committee on Training has made a number of 
useful suggestions for the development of correct attitudes in the civil 
servants and a basic understanding of inter-departmental problems. 
The “Common Foundational Courses” and the “Middle" and “Higher 
Management” courses will serve a very useful purpose in fostering 
inter-departmen‘al understanding and bringing about a spirit of 
comraderie amongst civil servants serving in different departments. To 
conclude the discussion on “Co-ordination” we would like to quote the 
following passage from the report of the State Committee on Training, 
which aptly describes the issues involved:— 

“In any large organisation, efficiency depends on two impor¬ 
tant factors: the technical efficiency of the individual to do the 
particular work allotted to him, and the less tangible efficiency 
of the organisation as a corporate body derived from the collec¬ 
tive spirit and outlook of the individuals of which the body is 
composed. Training must have regard to both these elements. It 
is not sufficient that a government servant should be qualified and 
skilled in his own profession, but he should be capable of 
comprehending the broader picture of governmental functioning, 
and his own role therein, as a part of the composite whole. No 
government servant can function in isolation and unless a 
spirit of co-operation and mutual understanding is developed 
between the officials working in different departments of the 
government, the efficiency of working of the government as a whole 
will suffer”. 

IV. RE-ORGANISATION OF TERRITORIAL JURISDICTIONS OF 
ADMINISTRATIVE UNITS. 

3.10.1 The administrative units in this State are a product of 
historical circumstances in that the territories lying within the erstwhile 
covenanting states were grouped into district or divisions. This has led 
to considerable disparity in the sizes of these units which, from an 
administrative stand-point, is not a desirable feature. It tends to 
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introduce an imbalance in the activities of the government and alsa 
results in considerable disparity in the workload of civil servants and 
government offices. It is, therefore essential that these units shoulc b# 
re-organised on a scientific basis. The matter has been receiving tha 
consideration of a number of committees and also of the State Govern¬ 
ment for some years past. The State Government has also taken 
decisions to revise the jurisdictions of the district and regional level 
officers to make Iheir workload more even. Nevertheless, no decision 
has so far been taken to rationalise the administrative units as such. 
There are already several proposals before the State Government regard¬ 
ing the manner in which this should be done and, therefore, this committe# 
has not thought it necessary to go into these details. However, it il 
recommended that the re-organisation of the administrative unit* 
should be carried out keeping in view the following principles:--^ 

3.10.2 (i> The units should be administratively viable and mort 
or less uniform in character. 

3.10.3 (ii) At present the administrative units are based oa 
revenue jurisdictions. The criteria adopted for corresponding units for 
development, election, magisterial and police purposes being different in 
a number of instances, these different units do not coincide. From all 
points of view, specially the convenience and efficiency of administraticn, 
it would be desirable to make the jurisdictions of all these different unita 
co-terminus. This is an important matter and advantage should be 
taken of the proposed re-organisatlon of administrative units to bring 
about this rationalisation. 

V. ADMINISTRATIVE TRIBUNALS 

3.11.1 A number of functions of the State Government are, 
strictly speaking, judicial or semi-judicial in nature. Most countries 
with established democratic traditions have special bodies in the nature 
of administrative Tribunals or Courts to attend to such matters. Apart 
from relieving the government of considerable unnecessary workload, the 
system ensures that administrative appeals are dealt within a judicial 
spirit, with proper judicial safeguards, and also inspires confidence in 
the citizen that his disputes in relation to other citizens or the govern¬ 
ment are dealt with impartially and in fairness. In France Conseil 
d’ Etats have been in existence for this and other purposes since the time 
of Napoleon. In. the present context, the function of this Conseil is to 
deal witk aH lihsatiiom between public authorities and third parties, or 
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between public authorities themselves and those concerning the execution, 
non-execution or bad execution of public services. Actually the 
functions of the Conseil d’ Etats extend to the exercising of rigorous 
scrutiny of the exercise of all administrative discretion, not only to ensure 
compliance with the law, but also compliance with an as yet vague 
doctrine of reasonable use of power. This latter function under the 
British system, which has largely been imported into the Constitution 
of this country, has been vested, to a considerable extent, in the judiciary. 
Nevertheless, to cover the gap which still exists in this respect, detailed 
recommendations have been made in the following part of this chapter. 

3.11.2 For the disposal of judicial and scmi-judiclal matters which 
are at present ettended to by the State Government Itself, it is 
recommended that * special statutory Administrative Tribunal should be 
constituted. Representations, revisions and appeals which lie to the 
State Government at present under any of the legal enactments in force, 
and final appeals in service matters which lie to the State Government, 
including disciplinary cases, relating to subordinate, ministerial and Class 
IV services should be transferred to the Administrative Tribunal. The 
Tribunal should be statutory in character and comprise of two members. 
The persons who are appointed as members of the Tribunal should be 
such as are eligible for appointment as members of the State Public 
Service Commission or judges of the State High Court. The Tribunal 
should be authorised to dispose of cases transferred to it finally. In this 
connection it may be observed that the Board of Revenue Is a quasi¬ 
judicial body and, therefore, for a number of purposes it could serve as 
an Administrative Tribunal. To the extent that this Is possible, the 
Board of Revenue may be designated as an Administrative Tribunal 
under the relevant legal enactments and cases which arc at present tried 
by the State Government may thereafter be transferred to the Board of 
Revenue for final disposal. As a long-term arrangement, however, the 
constitution of a separate Administrative Tribunal for the purposes in 
view is considered necessary. 
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THE PEOPLE AND THE GOVERNMENT 

"Justice without power is unavailing; power without justice is 

tyrannical . IVe must, thereiore, combine justice and 

power, making what is just strong, and what is strong just.‘’—Pascal. 

3.12.1 In a democracy, the govcmmen' acts as a trustee of the 
people and is charged with the sacred duty of serving the people with 
the expertise knowledge and agencies that are at its disposal. It is jjot 
an easy matter to interpret the will of the people or;' in all cases, to 
decide what is best for them. As in all human endeavour, there is p 
gap between ideals and practice, and the efforts of the government must 
necessarily be directed towards reducing this gap as substantially as 
possible. 

3.12.2 In a democracy, the people elect their representatives to 
the legislature and expect them to assess their problems and aspiratibns 
as objectively as possible and take necessary steps to progressively 
bring about improvement. For deciding upon legislative measures and 
framing of broader policies, this is perhaps the most effective sysient of 
interpreting the wishes of the people. Once policy decisions are taken 
regarding the course of action that should be adopted with regard to 
various matters lying within the purview of the government, it is for the 
executive branch of the government to implement the decisions to the 
best of its ability. Most of the activities of the government, especially 
in India today, where the tasks undertaken by the government are 
both complex and diverse in nature, require specialised knowledge, 
training and experience for their implementation. Public administra¬ 
tion, in itself, has grown over the years into an elaborate science 
engaging the attention of a number of scholars and public then. 
Efficiency in action is one of the greatest services that a government can 
render to its people. Before a particular course of action is decided 
upon, the consequences of such action should be carefully studied and 
weighed in consultation with specialists. Once a decision is taken with 
regard to the course'of action that should be adopted, adequate room 
should be left for the use of initiative and discretion on the part of 
those charged with the responsibility of implementation, so that they 
may be able to give of their best. Trust and encouragement beget 
loyalty and efficiency. The guiding principle should be to watch the 
activities of those charged with the task of implementation” as closely as 
possible, and apply correctives wherever necessary, but not to interfere 
in the use of their discretion. 
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3.12.3 While staunch adherence to the above principles is 
strongly advocated, it is also necessary to devise adequate safeguards 
to ensure that injustice is not done to the people. For wrongs which 
form the grounds for criminal or civil action, the courts are there to 
inquire into the complaints of the citizen and safeguard his interests; 
but wrongs done to him in the sphere of administrative action are often 
difficult to redress. The Constitution of India provides means for the 
redress of even ‘‘administrative wrongs” in the courts of justice, but a 
wide range of administrative decisions are not justiciable, although they 
do affect the lives and well-being of the citizens intimately. Government, 
of course, have devised a number of measures to ensure that even in the 
Sphere of administrative action, the citizens have avenues open for 
getting their grievances redressed. The senior officers are always there 
to hear representations from the citizens regarding tlie ‘wrong actions’ 
taken by their sub-ordinate officers. Government have emphasised the 
need for all government servants to be receptive to public grievances 
and take prompt and adequate measures to remove them. Visiting 
hours and reception arrangements have been prescribed for a 
number of government offices. The Ministers are also accessible to the 
peopls and such problems or grievances as come to their notice receive 
their attention. The members of the legislatures also bring to their 
notice the problems and difficulties of the local people. However, often, 
only the fortunate few who have easy access to these remedies, or are 
better educated with regard to their rights, are able to get their 
grievances redressed. This tends to generate a sense of frustration in 
ethers. Besides, the remedies open to the citizen should be such 
as inspire full confidence in him that justice has been meted out in his 
ease and that he is afforded as much opportunity to have his grievances 
redressed as any other citizen. 

3.12.4 Often citizens feel that they have no one to approach for 
redress against the actions of the high-ups, even when their grievances 
are genuine and supported by ample evidence. There are also a number 
of occasions when interested people attempt to malign or embarrass 
those in authority for various ulterior motives by making false allega¬ 
tions against them. In order to inspire confidence in the mind of the 
citizens and strengthen democracy in the circumstances obtaining 
in this country, we consider, it is expedient that an independent and 
high-powered body be set up to inquire into cases of maladministration 
and corruption and give adequa’e protection to those who are un¬ 
necessarily maligned. 

3.13 OMBUDSMAN 

3.13.1 In the Scandinavian countries as far back as the 18th 
awatDxy, an institution subsequently known as the "Ombudsman” waa 
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developed. This institution was adopted by Denmark in 1954 and last 
year by New Zealand, Thinking on 'hese lines has found ferment in 
other democracies also. Although modified forms of the institution 
have so far been adopted in different countries, in essence, Ombudsman 
is a representative appointed on behalf of the legislature to watch the 
activities of the government and to ensure, through liaison with the 
government and periodical reports to the legislature, that the genuine 
grievances of the people are suitably redressed and that justice is meted 
out to them. Although the Ombudsman has wide powers in most of 
these countries, in no case has he been vested with the authority to 
change or rescind administrative decisions. The administration is also 
not bound to follow his recommendations, and in case of refusal to do 
so, the only alternative left to him is to report the matter to 
the legislature. In this aspect, the relationship between the govern¬ 
ment and the Ombudsman is more or less similar as that between the 
government and the Public Service Commission. 

3.13.2 The Committee has given this matter careful consideration 
and it is of the firm opinion that in a democratic form of government, 
the twin requirements of devising adequate means for ensuring that 
every citizen has within his reach a fairly independent and impartial 
agency to have his more important grievances vis-a-vis the government 
inquired into and redressed, and the desirability of providing the 
legislatures with adequate means for discharging their functions as 
guardians of the people’s rights and privileges effectively, are not only 
important but basic and indispensable. It is, therefore, recommended 
that a statutory institution in the nature of an Ombud,sman should be 
created in this State. The following suggestions are made with regard 
to the qualifications, appointment and manner of working of the 
Ombudsman. 

3.13.3 (i) Qualifications .—^A person appointed as ‘Ombudsman’ 
should be one who is eligible to hold a post equivalent in status to that 
of a Judge of the High Court or a Member of the Union Public Service 
Commission and is of outstanding integrity. In order to enable him 
to discharge his functions efficiently, he should have a good background 
of administration and, preferably, also of the basic legal procedures. He 
should not be affiliated to any of the political parties. 

3.13.4 (ii) Age .—The Ombudsman should not continue to hold 
office beyond the age of 65 years, 

3.13.5 (iii) Appointment .—The Ombudsman should be selected 
on all-India basis and should be appointed by the President of India on 
th» recommendations of the Chief Justice of India. 



3.13.6 (iv> Status .—The status of the Ombudsman shoula be 
equivalent to that of the Chief Justice of the State High Court, and 
between them the person who first fakes over charge of the post may be 
treated as senior. 

3.13.7 (v) Tenure/n Oj^Yce.' The person appointed as Ombudsman 
should hold office for a period of three years unless he is removed from 
office according to the prescribed procedure before that period. He 
will, however, be eligible for re-appointment till he reaches the age of 
65 years. 

3.13.8 (vi) Functions .—The principal functions of the Ombudsman 
involve his keeping a watch over the executive actions of the 
government and investigating cases in which the action taken by any 
of the agencies of the government was either illegal, unjust, arbitrary or 
flagrantly violative of existing rules or established precedents, and cases 
involving definite allegations of corruption. 

3.13.9 His jurisdiction should extend to the action of all the Cabinet 
Ministers, Deputy Ministers, civil servants and all other persons acting 
in the service of the state, except officers presiding over law courts in as 
far as (he actions taken by them in that capacity are concerned. The 
exception of officers acting in judicial capacity from the purview of the 
Ombudsman has been suggested in the interest of the maintenance of 
independence of judicial actions, but suitable procedures should be 
devised in consultation with the High Court to ensure that complaints 
against such officers are promptly enquired into and the Ombudsman 
informed of the results of the enquiry and the action taken in the matter. 
It may however, be emphasised that the institution of the Ombudsman 
is expected to supplement the existing procedures for the redres.^ of 
public grievances and not to replace them. No matter, therefore, which 
lies within the purview of the courts of law, or for which appeals or 
representations have been provided under legal enactments or statutory 
rules framed by the State Government should be enquired into by him, 
and persons who bring such complaints before him should be advised 
to seek remedy in the prescribed manner. This will, however, not 
prevent him from enquiring into any complaint merely because a 
departmental enquiry under the Rajasthan Civil Services (Classification, 
Control and Appeal) Rules can also be held in the matter, provided T]i,e 
government servant is permitted to exercise the option to have the 
matter enquired into departmentally as indicated subsequently. It if 
the sphere of administrative action mainly that the Ombudsman is 
expected to exercise vigilance and control. 
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3.13.10 It is also felt that the Ombudsman should primarily coocer* 
himself with the actions taken by the State Government including 
Ministers/Deputy Ministers and officers of the Secretariat, Heads of 
Departments and senior scale officers of the all-India Services. VVith 
regard to sub-ordinate officers or agencies, there are already adequate 
avenues open to the citizens to get their grievances redressed. Besides, 
it is not feasible for the Ombudsman to concern himself with activities 
of an unduly large number of functionaries and if he does so, he vvill 
not be able to devote sufficient time to matters of greater importance. 

3.13.11 (vii> Powers .—For matters lying within his jurisdiction 
the Ombudsman should be given every facility to make enquiries. Ihis 
would imply that: 

3.13.12 (a) Every person in government service should supply 
such information and produce such documents and records as may be 
required by him for the discharge of his duties. He should also be 
authorised to examine activities undertaken by the State Government or 
inspect any office of the State Government. The right of inspection and 
access to documents or disclosure of information should only be subject 
to one limitation and that is any matter which affects the security of the 
State. 

3.13.13 (b) The Ombudsman should be invested with such 
powers of a Commissioner appointed under the Commissions of Enquiries 
Act as to enable him to conduct his enquiries efficiently. He should be 
entitled to enquire into any matter lying within his jurisdiction, cither on 
the receipt of a complaint or on his own initiative. 

3.13.14 (c) If as a result of the investigations made by him, the 
Ombudsman considers— 

(i) that a Cabinet Minister, Deputy Minister or former 
Minister should be called upon to account for his conduct in 
office, he may make recommendations to that effect to the Chief 
Minister, and in important cases, mention them in his report to 
the Legislature. 

(ii> that any person in the service of the State has committed 
a criminal offence in the course of public service with malafide 
motives, he may request the State Government to initiate pro¬ 
ceedings against him in the appropriate court of law. 

(iii) that a government servant has committed an irregularity 
for which departmental action should be taken, he may request the 
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disciplinary authority, with respect to that government servant lo 

initiate such action according to rules. 

3.13.15 (d) The Ombudsman may advise the State Government 
or any person in the service of the State Government regarding the 
course of action which should be taken in a particular matter for 
reasons to be stated by him. The decisions taken by the State Govern¬ 
ment or any other competent authority in such matters as are referred 
to the Ombudsman, should be communicated to him, and in case it has 
not been possible to accept the advice given by the Ombudsman, the 
reasons for not having done so should also be stated. 

3.13.16 It will be observed from the above that the role of the 
Ombudsman is purely advisory and he is not authorised to change an 
administrative decision. The administration is also not bound to follow 
his advice or recommendations. In cases where his advice or 
recommendations are not followed, be should have the option to bring 
the matter to the notice of the Legislature. If the authority competent 
to take a decision in the matter is one other than the State Government, 
before bringing the matter to the notice of the Legislature, it should be 
brought to the notice of the Minister-incharge who should bring the 
matter to the notice of the Chief Minister. If the Minister-incharge 
disagrees with the recommendations of the Ombudsman, he should put 
up the matter to the Cabinet for a decision. The Ombudsman should 
also prepare an annual report on his activities in the preceding calendar 
year mentioning such individual cases in it, in which government have 
disagreed with him or have not acted on his advice, and this report 
should be submitted to the State Legislature. 

3.13.17 (viii) Manner of working .—The Ombudsman may take 
up cases for investigation, either on his own initiative or on 
receipt of a complaint. It should not be necessary for the 
complainant to show any personal interest in the matter com¬ 
plained of. Complaints should, as far as possible, be in writing 
and before a complaint is enquired into, it should also' be 
desirable to record the statement of the complainant, and his name and 
address should be verified. Normally, complaints before the Ombudsman 
should be lodged within one year of the cause of action. But this 
should not prevent the Ombudsman from enquiring into matters which 
are brought to his notice even after this period, on his own accord, if 
he feels that sufficiently strong reasons exist for doing so. 

3.13.18 The civil servants should be given full opportunity 
to state their points of view and, if such an occasion arises, to defend 
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themselves with regard to the complaint under enquiry. If the matter 
complained of is an irregularity or default committed by a civil servant, 
he should be given the option to request the competent authority to 
start a departmental enquiry against him under the State Civil Service 
(Classification, Control and Appeal) Rules, in lieu of the enquiry by 
the Ombudsman. 

3.13.19 Complaints which are, on their very face, frivolous or 
malafide, should not be enquired into by the Ombudsman. Neither 
should any matter which is within the legitimate discretion of the State 
Government or the authorities subordinate to it be enquired into by 
him, unless he is prima facie satisfied that serious injustice has been 
done or that any of the circumstances stated in para 3.13.8 above exist. 

3.13.20 Beside enquiring into complaints and the actions taken 
by the State Government, the Ombudsman should also be authorised to 
point out to the State Government or to the Legislature any defects in 
existing laws, rules, or administrative regulations and suggest appro¬ 
priate amendments to improve the administration of the State. These 
observations should be strictly from an administrative point of view 
and non-political in nature. Further, these should be mainly concerned 
with the rectification of any deficiencies or imperfections in the existing 
laws, rules, regulations or procedures, which are noticed by him and 
should not be suggestive of new courses of action. 

3.13.21 To provide adequate protection to civil servants, it 
should be prescribed that if any report or information proposed to be 
submitted by the Ombudsman to the Legislature contains criticism of 
any civil servant or administrative agency, the report or information 
shall state the points of view expressed or the reasons given for the 
course of action adopted by the person or agency concerned. 

3.13.22 In order to avoid embarrassment to individual citizens, 
who may have brought complaints before the Ombudsman with a genuine 
feeling that some injustice has been done or irregularity committed by 
any of the agencies of the State Government, but which, as a result of 
the enquiries made, prove to be either groundless or a product of mis¬ 
understanding, the names of the complainants should not be mentioned 
in the reports of the Ombudsman to the Legislature. However, if it 
transpires after enquiry, and adequate evidence to that effect exists, that 
a person has filed a complaint with the Ombudsman with malafide 
motives or to hairass a Minister or a civil servant, legal action should be 
taken against him. In addition, the complainant should be required to 
furnish a r^aonable deposit With the Ombudsman as a guarantee that 



his complaint is genuine, if, after the enquiry, the Ombudsman cotass 
to the conclusion that the complaint was false, the deposit should stand 
forfeited. These measures are essential to protect those in public 
service from malicious complaints by interested parties and also to 
safeguard the possibility of institution of the Ombudsman from being 
misused for this purpose. 

3.13.23 (ix) ResponsihiUty to the Legislature .—The Ombudsman 
discharges his functions on behalf of the State Legislature and 
is directly responsible to it He should be removable from office 
by the State Legislature if at least two-thirds of the members 
of the House are in favour of such an action. The Legislature 
should not, however, interfere with the Ombudsman’s handling of 
individual cases and he should be permitted full freedom and discretion 
in this matter. 

3.13.24 The Legislature should constitute a Sub-committee to 
deal with maUers relating to the Ombudsman. This Committee may 
request the Ombudsman to enquire into complaints relating to govern¬ 
ment servants below the rank of Heads of Departments also, but it should 
not interfere in any manner with the working of the Ombudsman. 
Complete independence in action and judgment is an essential pre¬ 
requisite to the effective functioning of the Ombudsman. 

3.13.25 Tlie Ombudsman should be given adequate staff assistance 
for the discharge of his duties. While the number, salaries, service 
rules and retirement benefits of the staff attached to the Ombudsman 
should be decided by the Legislature, he should be given full discretion 
regarding the appointment and taking of disciplinary actions including 
dismissal of the staff under him. 

3.13.26 It must be observed that it is only with the full co¬ 
operation of the Legislature and the State Government that the institu¬ 
tion of the Ombudsman can fully play the role we have in view. His 
larger justification lies, not in his position as a “Vigilance Agency’’ on 
behalf of the Legislature, but as an institution to inspire confidence in 
the people that the State has their welfare at heart, and is fully prepared 
to remove their genuine difficulties and grievances. 

II. ASSOCIATION OF NON-OFFICIALS WITH THE PROCESSES OF 
ADMINISTRATION 

3.14.1 There are certain spheres of governmental activity In which 
the views of the specialists and representatives of various interest-gfoups 
as well as members of the Legislature and the local bodies should be ol 
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considerable assistance to the State Government in determining policies, 
locating short-comings in existing programmes or activities and devising 
suitable methods for removing them, fixing targets and priorities and 
generally improving the content of the programmes and gearing them to 
the requirements of the people of the State. 

3.14.2 (a) Advisory or Consultative Committees .—^Various com¬ 

mittees of the State Legislature already devote their attention 
to the matters indicated above. Government have also constituted 
a fairly large number of constUtative or advisory committees at 
the State level for various activities (a list of such committees 
is enclosed at Appendix VIII). The number of committees 
already constituted is quite adequate; in fact, there could be a case for 
redudng the number of committees which are concerned with allied 
activities by amalgamating them. In general, the following recommenda¬ 
tions are made to improve the contribution of such non-official 
committees to the State administration. 

(i) It has been the general experience that unduly large 
committees do not function very effectively in administrative 
matters. As such, the membership of such committees should 
be limited to only those persons who are genuinely interested 
in the activities lying within the purview of the committees. 

(11) It should be ensured that the jurisdictions of different con¬ 
sultative or advisory committees do not overlap in any manner 
in order to avoid duplication and incoherence in the advice 
given to the Government. As far as possible for related 
fields of activity, there should be only one advisory or 
consultative committee. 

(iii> It is further recommended that such advisory or consultative 
committees as are constituted should function effectively. It 
is noticed that some of these committees do not meet for 
unduly long periods, sometimes not even once in two years. 
As far as possible, the months in which the meetings of these 
committees should normally be convened should be fixed in 
advance and approximate dates for the forthcoming meeting 
indicated in the previous meeting so that the members may 
adjust their programmes accordingly. Whenever meetings 
of these committees are convened, it should be ensured that 
adequate notice is givpn to the members and the agenda 
papers are sent to them sufficiently in advance to enable them 
t* study these papers before the meeting. The action taken 



on the recommendations of these committees should invari¬ 
ably be intimated to them in the subsequent meeting. In 
cases in which the committees themselves are rather large 
and have elaborate terms of reference, they should be en¬ 
couraged to constitute standing committees to examine 
specific issues. 

3.14.3 With regard to advisory committees at the district level, 
recommendations have been made separately in Chapter IV. 

3.14.4 (b) Appointment of Specialists as Consultants, —On 
various important issues which require specialised knowledge, it 
would be desirable tor the Government to appoint part-time 
consultants to advise it on the planning of the activities, removal of 
short-comings noticed in the programmes, the technical aspects involved, 
conduct of research and evaluation of performance. Even at present 
tliese matters do receive the attention of the Government and the Heads 
of Departments concerned, but in some spheres the advice of subject- 
matter specialists of all-India repute should prove to be b^eficial to the 
State Government. These experts should also be ex-officio members of 
the advisory or consultative comnuttees relevant to the activities in 
question. 
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THE SECRETARIAT 

3.15.1 In making our recommendations for changes in the 
organisational pattern of, and the procedures followed in the Secretariat, 
the following principles have been kept in view:— 

3.15.2 (1) As already recommended in Part ‘B’ of this chapter, 
preferably the assignment of portfolios to Ministers/Deputy Ministers 
should be made on the principle that inter-related or allied departments 
are under the charge of the same Minister/Deputy Minister. This will 
ensure proper co-ordination in the activities of these departments and 
also that decisions are taken in a broader perspective. 

3.15.3 (2) For the same reason as stated above, the assignment 
of departments to the Secretaries to the Government should also be based 
on the principle of inter-related departments being with the same 
Secretary. 

3.15.4 (3> Normally, the following matters should be dealt with 
in the Secretariat;— 

General: 

(i) All matters of general policy: 

(ii) Inter-departmental co-ordination; 

(iii) Matters involving the framing of new legal enactments or 
rules or amendments in the existing ones. Cases 
involving interpretation or relaxation of existing rules or 
govenunent orders; 

(iv> Correspondence with the Government of India and other 
State Governments; 

(v) All matters relating to the preparation or adoption of new 
plan schemes and important modifications in the existing 
schemes; 

(vi) Review of the progress of the plan schemes both physical 
and financial; 

(vii) Inspection reports and tour notes recorded by Heads of 
Departments; 
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(vili) All India conferences and important confercnces at the 
State level; 

(ix) Public Accounts Committee. Estimates Committee, Assem¬ 
bly/Parliament questions; 

(x) Delegation of powers; 

(xi) Territorial changes and change of headquarters; 

(xii) Litigation notices under section 80 C.P.C.; 

(xiii) Appeals, revisions etc. within the powers of the State 
Government. 

Financial Matters: 

(i) Scrutiny and approval of departmental budget estimates, 
major appropriation of accounts, surrender of funds and 
supplementary grants; 

(ii) All proposals involving new items of expenditure; 

(iii> Financial sanctions not within the competence of the 
Head of the Department; 

(iv) Sanction of expenditure from Contingency Fund; 

(v) Write-off cases beyond the powers of the Heads of Depart¬ 
ments and audit objections regarding the offices of the 
Heads of Departments. 

Service Matters. 

(i) Approval of service rules and amendments thereto; 

(ii) Papers relating to senior appointments/promotions/ 
transfers of the Deputy Heads of Departments and above 
and cases of disciplinary proceedings against these 
ofScers; 

(iii) Initial appointment of officers belonging to the State 
service and infliction of major punishments on them; 

(iv) Creation of posts, their extension and continuance, re¬ 
employment, resignations, special pay and allowances and 
pensions not within the powers of the Heads of the 
D^>artmeuts. 
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3.15.5 It is observed that at present a number of cases relating 
to disputes between private parties, applications for relief or assistance 
and such like matters, which require taking of decisions by interpretation 
of existing laws, rules or government orders, are dealt with in the 
Secretariat. An illustrative list of such cases dealt with in some 
departments of the Secretariat is available at Appendix IX. 

3.15.6 Once government policy in such matters is clearly defined 
it should be left to the departmental officers at the appropriate levels to 
take decisions in individual cases. In such cases normally even 
appeals should be disposed of by the departmental officers or by judicial 
or semi-judicial bodies which may be constituted from time to time by 
the Government. At the most, revisions strictly on points of law and 
procedure, and not on the facts of a case, may, in some cases, lie to the 
Government. This procedure will ensure that a large volume of 
unnecessary work which is at present being dealt with in the Secretariat 
win be disposed of at the level of Heads of Departments and below. It 
will also ensure that the departmental officers assume an adequate measure 
of responsibility in matters which correctly lie within their purview. The 
Committee has already recommended the constitution of statutory 
Administrative Tribunal for specified various purposes in part ‘A’ of this 
chapter. A very large volume of the work of the nature described above 
could be transferred by the government to the Tribunal as soon as this 
is constituted. The Board of Revenue should also be designated as an 
Administrative Tribunal for some of these purposes. This matter should 
be examined in detail by a special committee which may be constituted by 
the State Government, in which the representatives of the administrative 
and Law Departments may also be present. 

3.15.7 One of the most effective ways of expediting the work in 
government offices is to increase the number of officers to take decisions, 
restrict the number of subjects with which they have to deal with and 
reduce the strength of the ministerial staff who are required to ‘process’ 
the cases at various stages in the office. This would eliminate delays 
involved in the examination of cases by functionaries at various levels and 
enable the officer who is competent to take a final decision or put up the 
matter to the appropriate levels for orders to be seized of the matter at 
the very first instance. Much time is wasted in government offices at 
present in the recording of office notes which often do not help substan¬ 
tially in taking a final decision in the case. With this end m view, three 
different systems haye been suggested for adoption in the Secretariat, in 
the offices of the Heads of Departments and in other large offices. The 
first one has been termed the “Cell System” according to the terminology 
already in vogue in the State Secretariat in some of the departments 



where a parallel system has been intrcxluced. The second one has been 
termed the ‘‘Group System” and in the third system the number of 
Section Officers has been increased by reducing the number of Upper 
jDivision and Lower Division Clerks. The Cell System has been suggested 
for departments where it was felt that only the presiding officers would 
be in a position to examine the cases referred to it and make a positive 
contribution. The Group System is a slight modification of the Cell 
System in that the Group Officers, incharge of two or three groups, have 
been put under an officer senior to them but not the senior-most officer in 
the department; while in the Cell System the Cell Officers are required 
to submit papers directly to the senior most officer of the department and 
not channelise it through intermediary officers. The third system, in 
which an increase in the number of Section Officers has been suggested, 
is specially applicable to the departments where office noting is considered 
to be an advantage, but the cases which are received required more 
mature consideration than that which could be given by upper and lower 
division clerks. A unit comprising of Section Officer, two or three 
Upper Division Clerks and one Lower Division Clerk with the service of 
an Upper Division Clerk-cura-Stenotypist shared equally with another 
such unit has been evolved. While specific recommendations 
have been made for the adoption of these three different systems 
in the various departments of the Secretariat, Heads of Depart¬ 
ments will have to examine in the light of their own special circumstances, 
the system which they can profitably import into their departmental 
organisations. 

3.15.8 (4) In order to ensure that all cases referred to the 

Secretariat are examined in the very first instance by an officer of the 
requisite qualifications and e.xperience so that they are properly analysed 
and the taking of a final decision is facilitated, it is recommended that 
in most cases, apart from establishment and accounts work, the initial 
examination of papers received in the Secretariat should be done by a 
gazetted officer. He should be provided with the essential ministerial 
assistance for the maintenance of records, including files, registers and 
reference books, and for linking the papers received with the relevant files 
and assisting the officer-in-charge in consulting various laws, rules, 
government orders or precedents which are relevant to the issues involved 
in the case. The first analytical note will be recorded by the officer-in- 
charge himself and if the matter is within his jurisdiction he will take an 
appropriate decision and convey it to all concerned; otherwise he will 
submit the papers to the Secretary to the Government concerned... The 
fact that an officer of the requisite competence examines the. case initially 
will considerably help in the understanding of the case and its final 
disposal. It will also avoid delays in the examination of papers which 
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#in n«Mfliamy regult, if the paper has to pais through a large number of 
stages before a fmal decision is taken.. 

3.15.9 The above procedure is already in vogue in some of the 
departments of the Secretariat. The Committee had occasion to discuss 
the pros and cons of this system with some of the officers working in these 
departments. It was generally their view that the system, as such, was 
a good one and would contribute substantially to the improvement in the 
working of the Secretariat departments provided certain pre-requisities, 
which are essential for the efficient working of this system, are fully 
provided for. The Committee has given careful consideration to the 
matter and recommends that in all departments in which the above system, 
in popular parlance known as the “Cell System”, is introduced, the 
following basic pre-requisites must be ensured:— 

(a> The officers who are appointed to departments in the Secretariat 
in which the cell system has been introduced must definitely 
be of above average ability and should possess initiative. 
Once such officers are appointed to these departments they 
should not normally be transferred before 3 years have elapsed, 
because it takes considerable time for the officers-in-charge of 
cells to familiarise themselves with all the files they are 
required to deal with, and such familiarisation is essential for 
the efficient working of the cell system, since there is no office 
noting on the merits of the case. 

For cells dealing with important matters the Cell Officer should be 
of the status of a Deputy Secretary to the Government. 

(b) It is impossible for a cell to function even for a day without 
its full complement of staff as cells are provided with the bare 
minlmmn of staff and each has specific and important duty to 
perform. It is, therefore, imperative that foolproof arrange¬ 
ments should be made to ensure that when any member of the 
staff working in cells is absent, even on casual leave, suitable 
‘reserve’ assistance is provided in his place. To ensure this it 
is essential that the proportion of leave reserve hands for cell 
departments should be suitably increased. Since a stenographer 
is vital to the working of the cell, it is recommended that one 
leave reserve stenographer or Upper Division Qerk-cum-Steno- 
typist should be provided to all cell departments. There should 
be a special pool of stenographers to serve as ‘leave reserves’ 
for cell departments and the strength of this pool should be 
sufficient to ensure that even in case of absence of the 
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Stenographer of the cell for even one day, a leave reserve 
stenographer is provided to the Cell Officer. 

When Officers-in-chargc of cells proceed on leave of more than a 
fortnight, whole-time arrangements for the disposal of work 
in his absence should be made to prevent accumulation of 
arrears, as it becomes very difficult for the officer concerned 
to suitably dispose of these arrears on his return, his normal 
work-load being fairly heavy, and the working of the cell is, 
therefore, dislocated. 

(c) In cells where considerable routine work is to be attended to 
which need not necessarily engage the attention of the cell 
officers, Section Officers instead of Assistants may be provided 
to attend to such work. This will not only relieve the Cell 
Officers of routine work and thus enable them to devote more 
attention to important matters, but will also provide them with 
assistance in such matters as consultation of various legal 
enactments, rules, government orders and precedents. 

(d) Normally a cell should not be required to deal with more 
than 15 ‘effective’ papers under consideration, and 20 to 25 
papers under consideration in all, per day, as otherwise it may 
be difficult for the Cell Officers to dispose of the work in time 
and arrears will accumulate. “Effective” papers under 
consideration may be taken to mean those in which some 
decisions have to be taken or views communicated after 
con.sidering the mat*^er on merits, and “routine” papers under 
consideration as those which are meant for information or 
taking of routine action. If the work-load increases beyond 
this limit, a separate cell may be constituted. The work-load 
for each cell will, of course, have to be determined keeping in 
view the nature of work normally dealt with in the cell. 

3.15.10 Provided all the pre-requisites stated above are fully 
catered to, the Committee is definitely of the opinion that the “Cell System” 
will considerably improve the working of the Secretariat, particularly in 
those departments which deal with planning and developmental activities. 

3.15.11 For some departments in which the Secretary has a parti¬ 
cularly heavy work-load, a slight modification of the cell system has been 
suggested, and for convenience, this has been termed as the “Group 
System”. In the latter system the cells are at the level of Assistant 
Secretaries, and two or three cells are required to submit papers to the 
Secretaries through the Deputy Secretaries concerned. Since the Deputy 
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Secretary will dispose of all matters other than those which require policy 
decisions or arc otherwise of considerable importance, and will also put 
up self*contained notes for the information of the Secretary in cases which 
are to be submitted to him, the Secretaries in such cases will be afforded 
considerable relief. The working of this system may be watched for 
some time and if it is successful, it may be extended to departments other 
than those for which it has been recommended. 

3.15.12 In some cases small units comprising of one Section Officer, 
one or two Upper Division Clerks and one Lower Division Clerk have 
also been proposed for particular departments. In these cases, apart 
from supervising the work of the staff, the Section Officers will also ^e 
expected to deal with important cases themselves. Apart from important 
cases, the Upper Division Clerks will submit papers directly to the officer 
next senior to the Section Officer, and will channelise only important 
papers through the Section Officers. 

3.15.13 (5> With regard to accounts and establishment matters, 
it may be observed that before a decision can be taken, very often a number 
of laws, rules, government orders and precedents have to be consulted and 
data have to be compiled, tabulated and analysed. All this work can 
best be attmided to in an office of the normal pattern with its complement 
of dealing assistants and accounts hands. For such sections, therefore, 
no change has been recommended In the exiting staffing pattern. 
Accordingly, while recommending formation of cells or groups in the 
Secretariat departments which deal with planning and developmental 
activities, a principle has been adopted that all establishment and 
accounts matters should be dealt with in a separate unit, and not in the 
cells or groups in which planning and developmental activities arc 
expected to receive the undivided attention of the officers-in-charge. As 
such, in a number of cases, it has been proposed that an Accounts Officer 
should be attached to a particular department or group of departments 
to deal with matters relating to accounts and establishment. He will 
be a part and parcel of the administrative department and will submit 
papers to the levels indicated in the recommendations made for each 
department in this chapter. Another advantage resulting from the 
appointment of an Accounts Officer will be that internal financial advice 
will be readily available to the administrative departments on all matters 
involving State revenues. It is, therefore, recommended that the Finance 
Department should delegate additional powers regarding the issue of 
financial sanctions to administrative departments in which Accoimts 
Officers have been posted, subject to the fact that such powers will be 
exercised only after taking into consideration the advice given by the 
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Accounts CMBcer in the matter and, may be, under intamation to the 
Finance Department. 

3.15,14 In this connection, it is also recommended that the 
Finance Department should have a dual role. In one capacity it should 
examine and take final decisions on the proposal so the administrative 
^department which have financial implications. This vetoing power 
should be exercised only with respect to new items of expenditure. Once 
an item has been accepted for inclusion in the budget by the Finance 
Department, the manner in which the expenditure is incurred should be 
largely determined by the administrative departments of the Government 
who have within their view the specific requirements of the departments 
which have to implement the programmes, as also the need for ensuring 
the propriety of all expenditure incurred from the State exchequer. In 
this sphere, the Finance Department should assume an advisory role and 
should not exercise powers of veto. In such cases, therefore, the views 
of the administrative department should be communicated to the 
Finance Department who should, in turn, record their own views and 
return the case to the administrative department. The administrative 
department should then take a final decision in the matter, taking into 
consideration the advice rendered by the Finance Department. However, 
all cases in which the advice of the Finance Department is not proposed 
to be accepted should be put up to the Secretary and the Minister-in- 
charge of the administrative department for orders. Cases in which 
the Finance Department should play an advisory role should be those in 
which the expenditure is non-recurring in nature. 

3;15.15 (6) It is essential that officers occupying senior posts in 

the Secretariat not only have considerable initial field experience, but 
also continue to replenish their knowledge of field conditions. Further, 
in view of the growing complexity of district administration, it is 
essential that the posts of District Collectors should be made effective 
and given the requisite status. Keeping both these criteria in view, it 
is recommended that the tenure of a Secretary or Deputy Secretary in 
the Secretariat should normally be for four years at a stretch, and in any 
case, not more than five years. After this period he should not be posted 
in the Secretariat before a period of three years has elapsed since bis 
last posting. 

3.15.16 The present convention seems to be that the senior most 
officers in the senior scale of the Indian Administrative Service are 
normally appointed as Secretaries to the Government. This will be 
observed from the fact that all the Secretaries to the Government at tbe 
present stags are of the seniority between 1947 and 1949, in the 
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Administrative Service, apart from oflBcers in the super-time scale. 
Recently, the government has taken a decision to appoint all the three 
selection grade officers as Collectors. Apart from these, with the 
exception of one Collector, the senior most Collector is of the 1953 
seniority in the Indian Administrative Service, and as many as 16 
Collectors have put in less than nine years in the Indian Administrative 
Service. It would be desirable to ensure a judicious mixture of officers 
of more or less equivalent seniority in the Secretariat and field posts. 
In order to ensure this, apart from the recommendations that no officer 
should remain in the Secretariat for more than five years at a stretch, the 
following further recommendations are made:— 

(i) The posts of Secretaries to the Government should not be filled 
in on the basis of seniority alone, but on the basis of merit. 

(ii) The posts of Collectors of all ‘A’ class districts should carry 

a special pay of Rs. 250/- per mensem so that senior officers 
can be post^ to these districts without any disadvantage to 
them. However, when an officer in the selection grade of the 
Indian Administrative Service is appointed as a Collector in 
any of these districts, his grade pay plus special pay should 
not exceed Rs. 2,000/-. ‘A’ class ffistricts, for this purpose, 

may be defined by the Government. 

3.15.17 (7> In view of the fact that in all departments dealing 

with dcvelojsnent programmes, administrative experience on field jobs, 
especially those dealing with develoianental activtities, would give the 
officers considerable insight into the actual working of the programmes 
in the field and, therefore, familiarise them with the difficulties that are 
likely to arise in the implementation of the programmes, and also 
acquaint them more intimately with the needs and aspirations of the 
people, it is desirable that all Deputy Secretaries and as many Assistant 
Secretaries as possible in these departments are drawn from amongst 
officers belonging to the Indian Administrative Service or the Rajasthan 
Administrative Service. Wherever Secretariat officers are appointed to 
these posts, they should be attached to the field officers concerned with 
the implementation of these programmes for some time to enable them 
to familiarise themselves with the detailed working of the departmental 
schemes and programmes. The State Government is already sending 
a few Assistant Secretaries and Section Officers for field attachments. 
This programme should be intensified as this training is likely to improve 
their understanding of the problems experienced by the departmental 
officers in the field in the actual Implementation of Government’s policies 
and programmes. 
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3.16 PATTERN FOR RE-ORGANISATION. 

3.16.1 Keeping in view the above criteria, the following 
recommendations are made regarding the re-organisation of the structure 
of the Secretariat:— 


3.17 CfflEF SECRETARY 

3.17.1 By virtue of his unique position as head of the oflBcial 
machinery and adviser to the Council of Ministers, the Chief Secretary 
has an extremely important role to play in the State administration. 
Apart from attending to the work of the departments which arc directly 
under him, he should be in a position to effectively co-ordinate the work 
of different Secretariat departments and ensure that there is a certain 
degree of uniformity in the policies adopted by the State Government 
with respect to different departments. To a certain extent, powers have 
already been vested in him under the ‘Rules of Business’ to enable him 
to discharge this role. However, a clearer definition of his role in such 
matters is necessary. It is, therefore, recommended that the ‘Rules of 
Business’ should be suitably amended to prescribe that cases of the 
nature described below should be circulate by the Secretaries of the 
Departments concerned to the Minister-in-^arge only through the 
Chief Secretary:— 

(i) All important cases involving adoption of new principles 
or new schemes, and proposals suggesting deviation from existing 
rules and practice. 

(ii) All cases involving the appointment, confirmation, posting, 
transfer and promotion of oflScers of the status of Deputy Heads 
of Departments and above. Shri H. C, Matbur, however, felt that 
cases relating to Deputy Heads of Departments need not be 
submitted through the Chief Secretary. 

3.17.2 With regard to the structure of the departments directly 
under the Chief Secretary, the following recommendations are made:— 
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NOTE /.—SECRETARIAT ADMINISTRATION DIPARTMBNT 

3.17.4 The following departments/officet are at preset aMOCiat* 
cd with the administration of the Secretariat:— 

(a) Appointments (B) Department for eatablishment aad 
general administrative matters, 

(b) Accounts Office. 

(c) Records Office. 

3.17.5 All the three departments/offices mentioned above are at 
present under the charge of three different Secretaries to the Govern¬ 
ment. It is recommended that these three departments/offices may be 
amalgamated, and a new department known as the “Secretariat Adminis¬ 
tration Department” may be created. 

NOTE 2.—RESEARCH AND STUDY UNIT IN THE ORGANISATION AND 

METHODS. 

3.17.6 One of the important functions of the Organisation and 
Methods Division is to conduct special studies and researches relating 
to procedures followed in government departments/offices regarding 
the disposal of government business and to suggest from time to time, 
measures which may be adopted to eliminate delays, effect economy in 
administration and improve the efficiency of working of government 
offices. At present there is no separate unit discharging these duties 
although the Organisation and Methods Section itself, from time to time, 
carries out case studies, In order to organise this important activity 
on scientific lines, it is suggested that a research and study cell should 
be established in the Organisation and Methods Division with the 
following set-upt'— 

(a) One Research Officer with post-graduate degree in Public 
Administration and preferably specialisation in Organisation and 
Methods. (In the grade Rs. 285-800). 

(b) One Assistant well versed in Secretariat procedure, 

(c) One Computer, 

(d) One Upper Division dcrk-cum-Stenotypist. 

NOTE J.—INSPECTORATE OFFICES. 

3.17.7 It is proposed that an Inspectorate of Offices should b« 
constituted to supervise and guide the functioning of all government 
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offices. In particular, the functions of this Inspectorate will be as 
follows— 

(i) To ensure that the instructions regarding office procedure; 
consignment, maintenance and weeding of records; office inspec¬ 
tions, maintenance of registers and other matters relating to office 
administration issued by the government, or contained in the 
departmental manuals, are being properly carried out, 

(ii) To suggest ways and means to improve the functioning 
of government offices, 

(iii) To suggest measures for the rationalisation of the 
staffing pattern of government offices wherever feasible, 

(iv) To suggest measures which may result in economy in 
administration, 

(v) To ensure that the Organisation and Methods principles 
and techniques are property followed in the departmental offices, 
and that the Organisation and Methods units in these offices, 
wherever set up, are functioning properly, 

3.17.8 The Inspectorate of Offices should strictly limit its 
inspections and studies to office matters and should not in any 
way comment on the manner in which the officers of the department have 
discharged their duties in technical or administrative matters, apart from 
matters which have direct relationship with office administration. 

3.17.9 Out of the three posts of Inspectors of Offices recommended 
to be created, one should be filled by a competent Section Officer of the 
Secretariat and two by selection on the basis of seniority-cum-merit 
from amongst Office Superintendents Grade I, working in the depart¬ 
mental offices. It should be ensured that all the Organisation and 
Methods Officers are such whose work and competence was adjudged to 
be definitely above average on their previous assignments. 

3.17.10 The Assistant Director of Inspections and the Inspectors 
of Offices should be required to inspect at least thirty-six offices per year. 
Ihe Deputy Director, Inspections, himself will inspect at least twelve 
offices per year. At this rate approximately 156 offices will be inspected 
every year by this specialised agency and it should be possible t 0 ‘ cover 
all important offices up to the district level once in two years. This should 
be a satisfactory performance. Sample inspections of offices below the 
district level may also be carried out. A copy of the inspection reports 
of the Assistant Director and Inspectors of Offices should be submitted 
to the Director of Inspections for his approval at the first instance, for 
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inspections relating to the offices of Heads of Departments, and to the 
Deputy Director Inspections for offices of the level of Deputy Heads of 
Departments and below. These inspection notes may thereafter be 
forwarded to the Secretary to the Government (for offices of Heads of 
Departments and Deputy Heads of Departments only), the Head of the 
Department concerned, the officer next senior to the officer whose office 
was inspected and the officer in-charge of the office inspected. 

NOTE 4.—DIRECTOR OF INSPECTIONS. 


3.17.11 Apart from supervising the work of the Inspectorate of 
Offices, the Director of Inspections should also ensure that the field 
officers of the district level and above carry out their tours and inspections 
according to the scales prescribed by the Government, that the quality of 
these inspections is up to the mark, and attend to other matters relating 
to the inspections, and office administration, under the guidance of the 
Efficiency Commissioner. 

NOTE 5.—TRAINING OF ORGANiSATTON AND METHODS OFFICERS. 

3.17.12 It is recommended that all gazetted officers appointed in 
the Organisation and Methods Division should be given special 
training in Organisation and Methods principles and techniques. Such 
training courses are organised by the Organisation and Methods 
Division of the Government of India, and the Indian Institute 
of Public Administration, New Delhi. The staff appointed in 
important sections of the Organisation and Methods Division should 
also be given special training by the senior officers before they are 
actually assigned to their duties. An effort should also be made to get 
as many of them trained in Organisation and Methods in the various 
training courses organised by the Government of India as possible. 
Once an officer, or a member of the staff, is specially trained in Organisa¬ 
tion and Methods, he should not be transferred from the Organisation 
and Methods Division for at least three years in the normal course. 

3.17.13 The officers and staff working in the Organisation and 
Methods Division should be requested to specifically bear in mind that 
their primary function is to assist various government offices in bringing 
about an improvement in office administration and not to act as an 
inspecting or supervising agency. The primary responsibility for the 
proper working of office/departinent is that of the Head of Office/Depart¬ 
ment and no action by the Organisation and Methods should detract 
from this fundamental concept. 
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NOTE 6—ASSISTANT SECRETARY, ORGANISATION AND METHODS, 

3.17.14 In view of the fact that Organisation and Methods has 
now developed into a regular scientific subject and requires specialised 
knowledge, it would be desirable to appoint officers of the Rajasthan 
Administrative Service or the Secretariat Service, who either possess a 
Master’s Degree in Public Administration or who attended the Master’s 
Diploma in Public Administration course organised by the Indian 
Institute of Public Administration, New Delhi, as the Assistant Secretary 
to this Department. The State Government has been sending officers 
for the last few years to attend the latter course and advantage should be 
taken of their specialised training by appointing them in the Organisation 
and Methods Division. It should not be difficult for the government 
to arrange that officers possessing the above qualifications are actually 
available for appointment to this post from time to time. 
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NOTE /.—DEPARTMENTS OF PUBLIC WORKS AND INDUSTRIES 

1.22.1 As aij^ested in Chapter HI (D) of this it it felt 

shat this measure of giving Secretarial status may be tried or aa 
CKperanental basis for two Heads of Departments; one pedbisidng 
turhriteal ifuBctions and the other administrative. A decision regafihng 
the sneritsjof this system may be taken by die government after watbbhig 
its working lor some time. Accordingly, it is recommended' tfattir th 
hiegiE ^be Chief Engineer, Public Works Departn^t ^uiklihgi It 
Jlmals): aiAl the Director of Industries and Supplies may be made 
jp ffp lff Addit^al Secretaries to the Government and that the Secretary 
IP tbe^Xjdyetnment of these departments should be a compardlivety^ seniblr 
<Rfiicbrit^ihe.st4)e3'‘^time.scale of the Indian Administrative Service; in 
the case of these two departments, the following resultant actidHa dhduld 
be taken to implement this recommendation:— 

(i> The offices of the Heads of Departments concerned should 
be located in close proximity to the Secretariat; 

(ii) In all matters requiring decision at the Secretariat level 
the relevant hie of the department concerned should be sent in 
original to the Secretariat where the proposal of the Head of the 
Department should be examined,, at the hrst instance, by the 
Secretary of the department concerned. For providing secretarial 
assistance to the Secretary and for assisting him in the 
examination of cases a small cell comprising of an Assistant 
Secretary with stenographer, one upper division clerk and one 
lower division clerk has been recommended for each of thtaa 
departments. 

3.22.2 The final noting on the departmental files which are 

required to be referred to the Secretariat should be self-explanatory and 
exhaustive discussing all aspects of the issues involved. The file should 
he submitted to the Secretary to the Government in the first instance, 
and it he feels that he is in a position to record his views straightaway, 
he may do so and either take a decision himself if it lies within his 
competence, or submit the papers to the Minister-in-charge for decision. 
If he feels that further examination of certain aspects of the case la 
necessary, he may either request the Head of the D^artment to examiup 
the points requiring clarification or request the Assistant Secretary to 
do so. If reference to other departments of the Secretariat, like tb« 
Finance, Planning, Appointments or Law Departments, is necessary, such 
reference may be made according to the existing procedure, Sarva Shri 
H. C. Mathur and G. K. Bbanot felt that the Superintending Fwgfn a fr or 
the Senior Executive Engineer, posted at headquarters and the 
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Chief Kaglnaer in the discharge of his duties may also be designated 
as ex-oiBcio.Deputy Secretary to the Government to facilitate the issue 
of orders and such like matters. Ihe other members of the Committee^ 
however, did not agree with this view as they felt that for efficient and 
independent examination of cases, a clear cut distinction should be made 
between the Secretarial functions of the Head of the Dq>artment and 
the functicMU of the department itself, and such amalgamation at level 
los^ than that of the Head of Department would negitive 
this objective. Besides, a cell with an Assistant Secretary inefaarge, has 
also been provided to assist the Secretary in the discharge of bis duties 
in relation to the Public Works (Buildings and Roads) Department and 
the issue of the orders and other matters required to be dealt with in 
the Secretariat, as such, can be attended to by the Secretary and the 
Assistant Secretary. 
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DEViLOPMBNT DEPARTMENT 


3.23.1 The main function of the Development Commissioner is ts 
ensure that the Panchayati Raj institutions function properly and the 
Co mmuni ty Development and other departmental programmes, execute 
by them are efficiently implemented. He will be unable to dischar^ 
these duties effectively unless he is in a position to co-ordinate tht 
working of the departments dealing with rural development, specially 
agriculture and allied fields. It is, therefore, recommended that tbs 
Development Commissioner should be designated as Prindipal Secretary 
to the Departments of Agriculture, Animal Husbandry, Irrigation and 
Co-operation. This recommendation implies that the powers of the 
Secretary to the Government for these depanments should in no way be 
minimised and that the Development Commissidner should hot concern 
himself with the day-to-day functioning of these departments. Oar 
intention is that he should be able to devote his attention'to matters of 
common interest of these departments, specially in as far as these are 
related to the Community Development Programme. As such, no papers 
of a routine nature t elating to these departments should bb submitted 
through the Development Commissioner by the Administrative Secretary. 
However, the Development Commissioner should be empowered t6 call 
for any file, paper or information that he desires, relating to these 
departments, and with a view to bringing about better co-ordination or 
implementing joint programmes relating to two or more of these depart¬ 
ments, he may record his own views on the relevant file and submit these 
directly to the Minister incharge for orders. While doing so he should 
of-course take the views of the Secretary to the Government ih the 
department concerned into consideration, and as far as possible work 
out an ‘agreed formula for implementation. Except to the extent 
indicated above, the Development Commissioner will not be concerned 
with the working of these departments and the Secretary td'the Govern¬ 
ment should function in the same manner as the Secretaries to all thi 
o'her departments of the government function 

3.24.1 No changes in the present structures of the following 
departments are recommended 

1. Finance (Expenditure) Department. 

2. Finance (Revenue & Economic Affairs) Department. 

3. Law & Judicial Department. 

4 . Department of Legal Affairs. 

5. Appointments Department. 

d. General Administration Department. 

7, Planning Department. 

I. Cabinet Secretariat. 

9, development Department. 



PART D 

HEADS OF DEPARTMENTS 

3.25.1 The Heads of Departments occupy a key position in th# 
executive branch of the government. It is mainly their zeal, energy 
and drive which sets the pace for the working of the entire department. 
In such vital matters as the nature and quantum of supervision over 
the work of subordinate offices and functionaries, maintenance of high 
standards of technical efficiency, prompt and effective implementation of 
the policies and programmes of the State Government, making an earnest 
effort to understand the problems of sister departments and offering 
necessary co-operation to them and having a receptive and sympathetic 
attitude towards the problems of the people with whom the department 
comes into contact, it is largely the lead given by the Heads of Depart¬ 
ments which determines the attitude and behaviour patterns of the 
subordinate officers. A solemn duty, therefore, rests with the Heads of 
Departments to inculcate in the subordinate officers the right attitude 
towards their work as well as the people. 

3.26 DELEGATION OP POWERS. 

3.26.1 Since the responsibility of the execution of goveramnnt 
politjies and programmes substantially rests with the Heads of Depart* 
mentSt it is essential that they should be given adequate powers and 
discretion to act effectively and exercise initiative. Detailed recommen¬ 
dations have been made for the delegation of powers to the Heads of 
Departments in part ‘C’ of this chapter and in chapters VI and VII. 
It is further recommended that District Collectors, who are either in the 
selection grade of the Indian Administrative Service or are posted to 
districts for which a special pay of Rs. 250/- per mensem has been 
recommended by the Committee in part ‘C’ of this chapter, who arc 
classified at present as Heads of Departments other than Gass I, should 
be made Class I Heads of Departments. 

3.27 SECRETARIAL STATUS TO HEADS OF DEPARTMENTS. 

3.27.1 .The question whether Heads of Departments shall be givM 
some ex-officio secretarial status was consider^ very carefully by the 
Committee and opinion on this issue was divided. 
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IJni Sam Shrl P. K. Chaudhary, V. D. Sharma and Anand 
Mohan Lai felt that, although ways and means should be devised to 
eliminate delays in the examination of proposab received from Heads of 
Departments in the Secretariat (several recommendations have been 
made in part ‘C of this chapter to bring this about) and that Heads 
of Departments should, In any case, be free to express their views 
before the Ministers on any matters of importance, even under the 
present system, it would not be desirable to combine the functions of a 
Head of the Department and a Secretariat officer. The main dis¬ 
advantages that would result from such a step would be— 

(a> The Heads of Departments, by virtue of their long 
association with the department and specialisation in their 
respective fields, have a natural tendency to view the problems and 
programmes of their departments largely from the departmental 
point of view and not from the broader perspective of State 
administration. The State Government has to maintain an 
equitable balance between the activities of different departments 
and follow uniform policies relating to them. It also has to keep 
the over-all aspirations and welfare of the people in view In 
arriving at decisions. It is, therefore, essential that before 
decisions are taken by the government, the proposals should be 
examined from all these points of view, which could best be done 
by a general administrator with a substantial background of public 
affairs and administration. 

(b) The Heads of Departments are necessarily field officers 
and primarily their attention should be concentrated on ensuring 
the efficient lmpl«nentation of the policies and programmes of 
the State Government. They have to undertake tours and 
inspect the work of their departmental officers. They have to keep 
in active touch with the problems and re-actions of the people In 
relation to their departments. If the Heads of Departments are 
also given secretarial status, a considerable portion (A their time 
and attention will naturally be devoted to secretarial matters and 
their supervision over their subordinates and contact with field 
conditions is likely to be adversely affected. Besides, the 
government would not be utilising to the maximum extent the 
talents and experience of the Heads of Departments if they are 
called upon to devote a substantial portion of their time to purdy 
administrative and procedural matters. 

(e) There is a physical side also to the problem. If the 
Heeds ol Departments are given aecretaiial status, they will 



aa 

naturtlly have to be accommodated either la or very near the 
Secretariat. Provision of suitable accommodation for the purpose 
will present considerable difficulties. Besides, notings on the 
files of such Heads of Departments, who are also given secretarial 
status, will be done by the staff attached to these departments. 
Examination of cases in the Secretariat requires special background 
and experience and the advantage of having specialised staff in the 
Secretariat will, to a large extent, be diluted. 

(d) There is another Important aspect of this matter. 
Giving the Heads of Departments secretarial status mill tend to 
bring about greater centralisation at the Secretariat level, which 
is contrary to the trend that has been advocated by this Committee, 
It would also unobstrusively but surely bring into play glfeater 
departmental influence in the examination of cases and the taking 
of decisions by the State Government, and the advantages of an 
independent examination at the Secretariat level and viewing 
problems in the broader perspective of State policies will, to some 
extent, be minimised. 

3.27.3 While Shri M. V. Mathur felt that only Heads of impor* 
tant technical departments should be given ex-officio secretarial status, 
Sarva Shri H. C. Mathur, G. K. Bhanot and Man Singh were of the view 
that Heads of Departments should be given ex-officio secretarial status. 
The arguments in favour of this view are reproduced below:— 

3.27.4 “Whether the Heads of Departments should also be ex- 
officio Secretaries or Additional or Joint Secretaries to Government or 
not, has been discussed off and on, at various levels and in various 
forms. Punjab used to have their Chief Engineers as ex-officio 
Secretaries to Government but later removed this status. Bombay has 
given the Chief Engineers the status of ex-officio Joint Secretaries for 
the last few years, with an administrative service officer as Secretary. 
Development Commissioners have been ex-officio Secretaries to Govern¬ 
ment in all the States during the last few years, and the Chief Electoral 
Officers have also been given an ex-officio scretarial status. The 
system has worked well, and has not suffered through the lack of a 
second examination at the Secretariat level. The touring duties of these 
Heads of Departments have also been performed satisfactorily. The 
broader perspective has also not been lost sight of at the State level. 
On the other hand, this system has resulted in quicker disposal and 
greater efficiency, inasmuch as correspondence between the Heads of 
Departments and the Secretariat has been completely cut out; the Heads 
of Departments being in closer touch with their problems have been able 



to pursue theni more vigorously and with greater zeal^ at the level of the 
governmmit. All back references from the Secretariat, on objections 
raised, have been eliminated. With the reduction of the Secretariat staff, 
there is economy in expenditure as well. With these factors in view, it 
was desirable that all Heads of Departments should be given the status 
of ex-officio Additional or Deputy Secretaries to Government (Gass I 
Heads of Departments being designated as Additional Secretaries and 
other Heads of Departments indicated in Appendix XI as Deputy 
SecretariesX It was recognized that the bias of a Head of Department 
vta-<j-vis the officers under him, and in policy matters, should be 
guarded against, and therefore, it is recommended that the Secretary to 
Government should continue to be an officer of the administrative 
servjpe and such matters must continue to come to him. For these 
reasons, it has not been recommendai that the Heads of Departments 
ihould be ex-officio Secretaries to Government. With the implementa¬ 
tion of this recommendation, the delay which occurs at present prior to 
the issue of a sanction, can be substantially reduced, and the removal of 
vucH delays is of considerable importance to the State”. 

3.27.5 After considering both the points of view, the Committee 
felt that Government may, to begin with, make the Chief Engineer, 
Public Works Department (Buildings and Roads) and the Director of 
Industries and Supplies ex-officio Additional Secretaries to the Govern¬ 
ment and study the results of this measure for some time, and after they 
have made an objective assessment of the situation, take a decision with 
regard to other important departments. The manner in which this 
system should be made to work has already been discussed in put *C’ 
of this chapter. The Public Works Department (Buildings and Roads) 
and the Industries and Supplies Departments are being suggested for 
this experiment because it will afford an opportunity to the Government 
to study the effects in relation to departments which are purely technical 
in nature and also others which are substantially administrative. 

3 28 ORGANISATIONAL PATTERN OF THE OFFICES OF THE HEADS OF 

DEPARTMENTS 

3.28.1 Since the organisational pattern of each Head of 
Department will naturally have to be linked with the functions of the 
departments, no general and uniform recommendations can be made for 
all of them. However, it is recommended that the structural patterns of 
the (^ces of Heads of Departments should be determined on the following 
priaciples:—- 

(a) All administrative matters, including establishmeni 

pianniog, accounts, statistics and stores purchase should be deiih 
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with by an administrative officer of the requisite status and not by a 
technical officer. In departments, where the volume and nature of 
accounts work so justifies, a separate Accounts Officer may also be 
provided. The powers which are to be exercised by the Heads of 
Departments will naturally be continued to be exercised by them 
and the responsibility for general supervision and control will also 
vest in them. Detailed recommendations have been made in this 
reinject by a committee which was constituted sometime back by 
the State Government vide Cabinet Circular order Na F. 22 (1) 
CAB/SECTT/61. dated 28th February. 1961, to suggest methods of 
relieving technical officers of their routine administrative functions. 
These may be examined by the Government and suitable decisions 
tak«i with respect to each department. 

Some of the members of the Committee felt that it should be 
better to appoint technical officers on the posts of Deputy Heads of 
Departments incharge of administration. They felt that the 
shortage of technical officers was fast dwindling and in a number of 
departments thci« was no shortage even at present. While Ihe 
technical officers imbibe sufficient knowledge of the various Acts, 
Rules and administrative procedures, required for the efficient 
discharge of their duties, they have the additional advantage of 
being familiar with the technical aspects of the department’s work 
which cannot be strictly dissociated from the administrative 
aspects. In fact, in such matters as store purchase, answering the 
objections, raised by the Accountant General or the queries made 
by the legislature or its various committees, technical knowledge of 
the department is essential. In view of these considerations, it 
was desirable that the Administrative Assistants to the Heads of 
Departments should also be technical officers. 

(b) The establishment and accounts work relating to the 
subject-matter specialists attached to the offices of Heads of Depart¬ 
ments should be done in the general Establishment and Accounts 
section, and not separately in their respective offices. This would 
save these officers considerable time and labour and would also 
result in economy in staff. Of course, the officers under whom the 
staff are actually posted will continue to exercise the administrative 
or financial powers which have been vested in them with regard to 
these matters. The general branch will mainly function as a 
“service” department. 

(c) “Cell and Group” systems have been recommended for 
adoption in the Secretariat. To some extent, it may be possible to 
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adopt a system more or less on these lines in the offices of the Heads 
of Departments also, but a decision will have to be taken with 
respect to each department separately in consultation with the 
He^s of Departments concerned. It is, however, recommended 
that an effort should be made to upgrade Ihe level of initial 
examination of papers as much as possible so that multiplicity of 
unnecessary noting is avoided and the examination is alsio better 
in quality. In technical matters it would be desirable to have a 
larger number of officers with a technical background, with the 
bare minimum of ministerial staff, rather than fewer technical 
officers with a large volume of ministerial staff. These technical 
officers should work more or less on the lines of cell officers in that 
the initial examination of cases and the notings should be done by 
them, and the cases submitted directly to the heads of the respective 
branches. 

3.28.2 The structure of the offices of each department may be 
examined in detail by the Heads of Departments keeping in view the above 
principles and they may submit their proposals to the Government for 
approval. Normally, changes in the departmental structures on the above 
lines should not involve additional expenditure, but if these changes 
bring about a substantial improvement in the working of the departments, 
a slight increase in expenditure should not stand in their way. 

(d) All departments dealing with developmental activities 
^oud have a special unit for the planning of departmental activities 
periodically reviewing the progress of development programmes 
and removing bottlenecks and shortcomings, wherever these may 
be noticed, 

3.29. HEADQUARTERS OF HEADS OF DEPARTMENTS 

3.29.1 The headquarters of the following Heads of Departments are 
at places other than Jaipur:— 


Board of Revenue .. .. .. Headquarterg at Ajmer. 

Director of Primary & Secondary Education -do- Bikaner. 


Director, Technical Education 


-do- 

Jodhpur. 

Director, Mines & Geology 

. . 

-do- 

Ddaipur. 

Director, Ayurved 


-ao- 

Ajmer. 

Commissioner, Excise & Taxation.. 

. 

-do- 

Udaipur. 

Commissioner, Devasthan .. 

* 

-do- 

Udaipur. 





3.29.2 The Heads of Departiiien's have necessarily to remain in 
active touch with the State Government, Discussions with them are often 
necessary in determining policies, examining proposals received from 
them, reviewing progress and also with regard to a number of other 
administrative matters, ft becomes very difficult to hold these discussions 
if the offices of the Heads of Departments are not located at Jaipur, and 
this sometimes results in considerable delay in the disposal of business. 
Besides, much of the time of these Heads of Departments is also wasted 
in undertaking journeys from their headquarters to Jaipur. The number 
of days spent at Jaipur by Heads of Departments headquartered at places 
other than Jaipur each month between January and June, 1963, exclusive 
of the time spent on the journeys, is indicated at Appendix XII. It will 
be observed that in most cases the time spent at Jaipur by these Heads of 
Departments is fairly substantial. Apart from the time lost in the journeys, 
this arrangement also unnecessarily adds to expenditure and causes 
considerable inconvenience to the officers concerned. It would, therefore, 
be desirable for the headquarters of all Heads of Departments to be at 
Jaipur. 

3.29.3 The main conside.ration weighing with the Government in 
keeping the headquarters of some of the Heads of Departments at places 
other than Jaipur was probably one of giving adequate importance to 
regional headquarters. This should, however, not be done at the cost of 
efficiency and economy. Relief to the local populace is mainly meted out 
by officers of the district level and below and, at the most, by regional 
level officers. The presence of the Head of the Department is, therefore, 
mainly linked with the question of prestige, which should not come into 
play at the cost of efficiency in administration. It would be more 
appropriate to keep regional considerations in mind in deciding upon the 
locations of educational training and technical institutions and in develop¬ 
mental activities, rather than in the location of government offices. 

3.30 MEETINGS 

3.30.1 It is observed that no well defined system is at present 
followed with regard to the fixing of meetings in the Secretariat with the 
result that the Heads of Departments find it difficult to plan their other 
activities, specially tours and inspections, properly. It would be advisable 
that the practice of inviting Heads of Departments for discussions and' 
meetings should be suitably rationalised. It is, therefore, recommended 
that the Heads of Departments should not normally be required to come to 
the Secretariat more than once a fortnight and, in any case, not more than 
once a week. The Secretaries to the Government should, in consultation 



with the Heads of Departments and with the approval of the Ministers-in- 
charge, fix the dates on which meetings and discussions with the Heads of 
Departments under them, should take place. These dates should be 
notified by the Secretaries concerned to all Departments/Sections of the 
Secretariat and to the Private Secretaries to the Mioisters/Deputy 
Ministers, so that all Departments of the Secretariat may fix their meetings 
and discussions on the prescribed dates only, unless, of course, the matter 
is urgent. 
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CHAPTER IV 
PART A 

BOARD OF REVENUE AND REGIONAL COMMISSIONERS. 

4.1.1 During the days of the East India Company, the Board of 
Revenue was initially conceived as an organisation to assist the govern¬ 
ment in day-to-day work in the fields of revenue and general administra¬ 
tion. Over the years, the pattern in a number of States has undergone a 
substantial change. In nearly all States, general administration is now 
attended to directly by the bovemment. In States where a Board of 
Revenue exists, it is primarily responsible for revenue and land 
administration. It also acts as a court of appeal under • various 
miscellaneous legal enactments passed by State Legislatures. In Punjab, 
the Board of Revenue has been substituted by the Financial Commissioner. 
In Maharashtra, all revenue judicial work has been entrusted to a 
tribunal and revenue administration has been more or les's centralised 
in the Revenue Department. In Madras, the functions of the Board of 
Revenue have been considerably extended and cover the fields of develop¬ 
ment and commercial taxes. In this State, the functions of the Board of 
Revenue may be broadly divided into the following categories;— 

(i) ft acts as an appellate court under a number of revenue 
.■and miscellaneous legal enactments, 

(ii) It exercises supervision and control over revenue and land 
records administration, 

(iii) Superintendence over the collection of land revenue, taccavi 
loans and irrigation dues, 

(iv) Organisation and supervision of crop cutting experiments, 

(v) Certain administrative functions, including personnel 
matters, which were largely transferred to the Board of Revenue 
after the abolition of the offices of Divisional Commissioners in 
1961. 

4.1.2 With the growing complexity of taxation laws and the 
considerable enhancement in the State revenues derived from taxes, lane 
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ji^venue has now bcome a subsidiary source of revenue for the State. This 
is one of the significant changes in the sphere of State finances that has 
made itself evident in the recent years. Naturally, therefore, there is a 
strong case for strengthening the administrative machinery dealing with 
taxation. It would also be desirable to entrust the administration of both 
revenue and taxation laws tOj^he; 5^9 jt^ganisation, as this would bring 
about better co-ordination, and develop greater specialisation, in the 
planning and administration o£ StaJte revenues in the wider sense of the 
term. The Board of Revenue will be the most suitable forum wherein 
these functions could be combined. It.is, thcreforej felt that, the Board 
of Revenue should become a specialised agency for the administration 
of revenue and taxation laws and the collection of gowemment dues. 
In order to bring about this diange in the complexion of the iBoard of 
Revenue, the Commissioner, Excise and Taxation, should be made ex- 
officio member of the Board. He should continue to exercise the powereof 
a pead of Department Class 1 for all matters relating tO'the Excise^ end 
Taxation Department, even as a member of the Board of Revenue. No 
change in the departmental set-up is at present recommraded. The 
member-in-charge Excise and Taxation should, however, be permitted 
to administer the department with a considerable degree of independence 
and the Board of Revenue should primarily concern itself with advising 
the, State Government regarding the over-all policy in excise and taxation 
matters, reviewing the over-all performance of the Excise and Tmcatlon 
Department and devising ad<^uate st^, in consultation with the 
Cimmmissipner, Excise and Taxation, for improving the efficiemey of work¬ 
ing of the Department. 

4.1.3 There is no integral connection between excise and taxation 
and it is, therefore, not necessary for the same departihental function¬ 
aries to deal with these matters even at the lower levels. In fact, excise 
administration is mainly conceded with the enfpreemept of excise laws, 
which is more akin to the regulatory functions ot .the S.tgte. It is, there¬ 
fore, recommended that while the excise administration at the State level 
may be supervised by the Board of Revenue, at the district level it should 
be placed under the charge of the Collector and District Magistrate. The 
City Magistrates and the Sub-Divisional Officers should assist the Collector 
in the discharge ot these duties, and the staff of the Excise Department 
at the district level and below, should work under tiie, immediate super¬ 
vision of the Collectors. In view of the fact that the Executive 
Magistrates will be incharge of the excise administration, cases under the 
Excise Act should henceforth be tried by Judicial Magistrates. 

4.1.4 The administration of taxation laws involves n>ecialised 
knowledge and. in view rrf the fact that the members of l^e Board dt 
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Rwenue may not have been intimately associated with the working of these 
laws at an earlier stage, it would be desirable to attach an officer of the 
status of a Sales Tax Officer to the Board of Revenue to assist it in all 
matters relating to the administration of taxation laws. This officer 
should also act as a departmental representative before the Board when 
taxation appeals are heard. In the alternative a panel of lawyers may be 
appointed by the Government to represent the State in taxation appeals 
heard in the Board. 

4.1.5 Survey and settlement operations are an integral part of 
revenue and land records administration and should, therefore, be directly 
supervised by the Board of Revenue. At present the Board acts as an 
intermediary link between the Settlement Commissioner and the State 
Government and is therefore not integrally linked with the policies and 
administration relating to this Department. It is, therefore, recommended 
that the Settlement Commissioner, who is also ex-officio Director of the 
Consolidation of Holdings operations, should also be made an ex-officio 
member of the Board of Revenue. Like the member-in-charge Excise 
and Taxation, the member-in-charge of Settlement and Consolidation of 
Holdings should also be made a Head of the Department Class I for these 
matters. He should also be designated as ex-officio Director of Land 
Records. The functions of the Board of Revenue in these matters, and 
its relationship with the member-in-charge, will be of the same nature 
as that suggested for the Excise and Taxation matters. 

4.1.6 With the changes suggested above, the Board of Revenue 
will become a specialised agency for the administration of State revenues 
and land management. In order to enable it to devote adequate time 
and attention to these matters, it is desirable that it should be relieved of 
a considerable amount of its revenue appellate work. In the State of 
Punjab, where there is a Financial Commissioner in place of the Board of 
Revenue, most of the revenue appellate work is disposed of at the level bf 
Divisional Commissioners and only revisions and references lie to the 
Financial Commissioner. The same procedure is recommended for adop¬ 
tion in relation to the Board of Revenue, as far as revenue laws are 
concerned. In this connection, the following recommendations are made. 

4.1.7 Revenue officers have been vested with powers of a civil 
court in matters relating to land administration, because they are intimately 
conversant with the conditions obtaining in rural areas, specially with 
regard to land management and agricultural practices, and are also 
charged with the responsibility of maintaining land records. In the 
course of their tours they often become conversant with the problems 
affecting the local people. It is, therefore, reasonable that they should 
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filso act as Judicial courts in revenue matters. However, the Committee 
would like to distinguish between the revenue judicial work regarding 
maintenance of land records and that which comes directly within the 
sphere of the adjudication of civil rights. It would be appropriate for 
the cases of the latter category to be decided in civil courts according to 
the normal civil procedure, and it is only cases which are subsidiary to the 
maintenance of land records and the record of rights that should be adjudi¬ 
cated before revenue courts. It is, therefore, recommended that statutory 
suits involving title should henceforth be instituted in civil courts only and 
cases involving correction of entries made in the land records and 
administrative and miscellaneous matters referred to in various legal 
enactments, which are integrally linked with revenue administration, 
should continue to be dealt with in the revenue courts. With this 
separation, the first appeals from the orders of Assistant Collectors in all 
revenue judicial matters should lie to the Collectors or the Additional 
Collectors and the second appeals should lie to the Commissioners, if these 
posts are revived (recommendations in this respect have been made 
subsequently in this chapter), otherwise to the Revenue Appellate Authori¬ 
ties. No appeals as such should lie to the Board of Revenue under the 
revenue laws. There should only be a provision for revisions and 
references to the Board. Similarly, in various miscellaneous legal 
enactments of the State Government, appellate powers should, to the extent 
possible, be vested in the Regional Commissioners and the Revenue 
Appellate Authorities. 

4.1.8 The above recommendations will considerably reduce the 
work-load in the revenue courts, specially in the Board of Revenue. With 
the residual work, the membership of the Board, including the Chairman, 
could possibly be reduced from six to three, apart from the Members-in- 
charge of Excise & Taxation and Consolidation of Holdings. The actual 
number of members to be retained in the Board will naturally have to be 
determined taking into consideration the actual workload. The revised 
pattern of membership of the Board of Revenue will be somewhat as 
follows:— 

(i) Chairman..-^He will generally deal with administrative 
and personnel matters, formation of benches and general supervi¬ 
sion and will also attend to case work. 

(ii> Member .—Incharge Land Records, Settlement and Conso¬ 
lidation of Holdings. 

(iii) Member .—^Incharge Excise & Taxation Administration. 

(iv) Two Members .—Primarily for judicial work. They may 
also supervise the work relating to revenue collections, crop cutting . 
experiments and establishment and accounts matters dealt with in 
the Board of Revenue. 
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4.1.9 Any of the members may constitute themselves into benches 
for judicial work according to the directions given by the Chairman. With 
the revision in the functions of the Board of Revenue in the manner 
indicated above, it is important that certain types of matters should be 
dealt with by the collective Board constituted of all the members, some 
matters may be disposed of by two-member benches, while others may be 
entrusted to each member separately. While details of the distribution of 
work in this manner may be worked out by the Board of Revenue itself, 
wherever necessary with the approval of the Government, the Committee 
feels that the following matters should be dealt with in the manner 
indicated in each case below:— 

4.1.10 I. By the Collective Board comprising all members: 

(i) Study the working of the existing laws and rules relating to 
subjects dealt with by the Board and offer suggestions ■ to the 
government regarding the drafting and amendments of such Acts, 
rules and regulations. 

(ii) Advising the government regarding delimitation of the 
jurisdictions of sub*division8 and tehsils. 

(iii> Suspension and remission of government dues. With 
regard to remissions, government should delegate powers to a 
certain extent to the Board of Revenue and only cases involving 
remissions in excess of these powers should be referred to the. 
Government. 

(iv) Review of land records administration, progress of 
Settlement and Consolidation of Holdings operations. Excise and 
Taxation administration and advising the State Government regard¬ 
ing the policies that should be adopted in relation to these 
activities. 

(v) Appeals against the orders of the Chairman regarding 
imposition of punishments upon Subordinate Service personnel. 
The Chairman should not participate in the meetings of the Board 
when such matters are consider^. 

4.1.11 n. Subjects which should he dealt with by the Chairman 
and the member concerned: 

(i) Transfer of Rajasthan Administrative Service officers in the 
normal time-scale allotted to the Revenue, Settlement, Consolidation 
of Holdings, Land Records and Excise & Taxation Departments 
within these departments. 
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(ii) Awarding ot wmor punishments to State Service personnel 
in the Settlement, Land Records Consolidation of Holdings. Excise 
and Taxation Departments below the rank of the district level 
officers of these departments. Appeals from these orders may lie 
to the State Governn-jnt. 

(iii) Write off of irrecoverable losses of public stores, public 
money (to the extent of the powers delegated) or irrecoverable costs 
of suits or appeals within the powers delegated. 

(iv) Issue of standing orders relating to subjects connected with 
land revenue administration within the purview of the Board of 
Revenue. 

4.1.12 in. Subjects which should be dealt with by two members 
sitting jointly: 

(i) Confirmation after probation and promotion of Subordinate 
Service personnel in the Revenue Department, including Tehsildars, 
Naib-Tehsildars, Sadar Kanungos and District Revenue Accountants. 

(ii) Hearing of appeals against punishments imposed on 
Subordinate Service personnel by a single-member of the Board 
of Revenue in disciplinary cases. 

4.1.13 In all matters, which have been entrusted for disposal to 
single members of the Board of Revenue, they should be permitted to 
exercise all powers which are exercised by Heads of Departments Class 1 
and provision may be made for appeals and representations to two- 
member benches or the full Board according to the nature of each case. The 
members who are to be incharge of Excise & Taxation and Settlement, 
Consolidation of Holdings and Land Records Departments should be 
permitted to continue to hold these posts for at least three years in order 
to ensure continuity in policy and also allow them sufficient time to 
produce results. 

4.1.14 It is important that an officer of the requisite qualifications, 
Experience and aptitude should be selected for the post of Member, 
Board of Revenue in-charge of Excise and Taxation, as this work is 
Somewhat specialised in nature and the efficient administration of this 
department is important, apart from other considerations, from the point 
of view of effective realisation of state dues. If an officer with the 
requisite experience and aptitude is not available in the supertime scale 
of the Indian Administrative Service at any time, an officer in the senior 
scale of the service may be appointed to the post and he may be given a 
special pay of Rs. 250/- per mensem. 



76 


4.1.15 If, after due consideration of the recommendations that 
follow, government does not consider it appropriate to create the posts of 
Regional Commissioners for the time being, it is recommended that 
three members of the Board of Revenue, who are in the supertime scale 
of the Indian Administrative Service should, in addition to their normal 
duties, be placed incharge of the different regions of the State for the 
purpose of exercising supervision and giving guidance to the revenue 
administration in these regions, and for inspecting the work of revenue 
offices, including Collectorates. They should inspect the Collectorates 
within their jurisdiction once a year, the offices of the Sub-Divisional 
Officers once in three years and tehslls as and when necessary. These 
members should also be appointed as the Chairmen of the respective 
Regional Transport Authorities. 

4.2 REGIONAL COMMISSIONERS. 

4.2.1 Most of the States in India today are comparatively large 
units, both from the point of view of area and population, and in some 
of them, like Rajasthan, the different regions have geographical, 
economic and even social and cultural characteristics of their own. In 
a system of administration where the State assumes responsibility for a 
wide range of activities affecting the common man, it is of utmost 
importance to ensure that his problems are carefully studied and decisions 
are taken in matters affecting him after full consideration of the 
conditions in which he lives. For purposes of day-to-day administra¬ 
tion, it would be appropriate to make the district the effective level at 
which ac'ion is taken. However, matters of importance involving the 
larger questions of policy formulation and co-ordination have necessarily 
to be referred upwards from the district. Under the present set-up, 
there is no intermediary agency between the district and the state to 
consider these problems and devise appropriate solutions. It is not 
feasible for the State Government to seize itself of the details of 
admini.stration and be far removed from the locale. It is often not in 
a position to even assess the problems in their proper perspective and 
fully appreciate all the aspects involved. It is in this sphere that the 
services of a senior and experienced administrator are most valuable 
both to the government and to the people. There are a number of 
other very cogent and weighty reasons to support the appointment of such 
a senior officer at the regional level in the present day administration. 
The following are the more important considerations which have weighed 
with the conimittee in this connection. 

4.2.2 (i) Regional officers exist for most of the other depart¬ 
ments of the government. The activities of different departments of the 
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Government specially those engaged in development programmes, though 
varying in nature, are interlinked and there are often a number of 
common problems which need prompt attention and resolution. At the 
district level, the District Collectors act as Heads of the team of district 
level officers. At the Regional level, this co-ordination was brought 
about by the Commissioners and with their abolition a significant vacuum 
has been created in this respect, which has not yet been effectively filled 
up. The only authorities which are in a position to co-ordinate the activities 
of the government at this level in the present situation are the Chief Secre¬ 
tary and the Development Commissioner. They, being State level officers, 
and heavily preoccupied with their own normal duties, are not in a 
position to examine the day-to-day problems and difficulties of the 
regional and district level officers. At best, they can concern them¬ 
selves with a small segment of the more important problems! which are 
thrown up at this level, the day-to-day difficulties being largely left to 
the initiative and ingenuity of the departmental officers concerned and, 
in cases of differences of opinion, these often remain unsolved. It is only 
an officer who is intimately aware of the problems of the region and the 
day-to-day working of different government departments at the regional 
and dis‘rict levels who can effectively co-ordinate their working and find 
agreed solutions to inter-departmental problems. In these days of 
planned development, co-ordination in plannihg of developmental activi¬ 
ties, as well as in the conduct of periodical reviews of the progress made 
is an essential feature of the administration. This can best be brought 
about by an agency which is in intimate touch with the working of 
government departments at this level, the conditions obtaining in the 
area and the aspirations of the people. 

4.2.3 (ii) With the abolition of the Commissioners, the supervision 
over the District Collectors is now exercised by the Board of Revenue. 
It is not practicable for any one agency to effectively supervise and guide 
the working of 26 Collectors, specially an agency which already has 
a number of other important duties to attend to. It is not feasible for 
the Collectors to refer their day-to-day problems to the Board of Revenue. 
The members of the Board of Revenue, not being intimately aware of 
local conditions, are often not able to appreciate each problem in its 
proper perspective which an officer stationed in the region vrill be able 
to do. Further, the Board of Revenue being primarily an organisation 
for revenue and land records matters, difficulties experienced in the 
field of general administration, law and order and development are not 
referred to it and the only agency left to the District officers for advice 
and redress in such makers are the relevant administrative departments 
of the State Government. The defects cited in the Board of Revenue 
supervising and co-ordinating the work of Collectors in revenue raattera 



apply with eren greater force to the State Gotemiijent itself directly 
doing so. This had tended to leave the district oflBcers largely on their 
own initiative, and the advice and guidance that could have been made 
available to them by a more senior and experienced colleague is now 
largely denied to them. In the present circumstances, specially when 
a large number of Collectors are comparatively young officers, this is 
not a very desirable situation and no -other agency can fill this role as 
effectively as Commissioners. 

4.2.4 (iii) The importance of delegation of powers and allowing 
the officers engaged in the task of implementation of government pro¬ 
grammes sufficient room for discretion and initiative has been discussed 
at length elsewhere in the report. On the same principles, a number of 
powers which are at present exercised by the State Government or other 
State level agencies like the Board of Revenue or the Development 
Commissioner could, with profit, be delegated to the Commissioners, if 
these officers are brought into position. Not only would this lead to 
greater expedition in the disposal of work but would also avoid consi¬ 
derable hardship to the local people who have now to travel all the way 
to the State capital to seek redress for their personal problems and 
difficullies. 

4.2.5 (iv) It has been recommended earlier in this chapter that 
the hearing of second appeals under revenue and a number of 
miscellaneous laws should be at the regional level, so that the members 
of the Board of Revenue may be left with sufficient time to devote 
themselves to the other duties entrusted to it. The Commissioners, if 
appointed, can very well attend to this appellate work and it is only in 
cases where the work load is exceptionally heavy that Additional 
Commissioners may be provided for the purpose, 

4.2.6 (v) The training of young officers of the Administrative and 
Revenue Services is an important matter and Commissioners can play an 
effective part in organising and supervising these training programmes. 

4.2.7 (vi) With the advent of Panchayati Raj and the constitution 
of representative institutions in the district and block levels dealing with 
a number of development activities, the need to bring about adequate 
co-ordination between these institutions and the various departments of 
the government concerned with these activities is quite evident. There 
should also be an agency which could act as an ‘Elder Brother’ to the 
people’s representatives and the government officers, and also to 
develop a genial and constructive relationship between them. These 
functions too, can be most effectively discharsM by the Commissioners. 

4.2.8 The above are but a few of the more important spheres in 
which the Comiafssioners can play an effective role and bring about 
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considerable improvement In the disposal of government business. It 
may, however, be emphasised that the concept of the role of Regional 
Commissioners in the administrative set-up of the State should undergo 
a radical change. They should not act as intermediate channels of 
communication between the State Government and the districts. Any 
matter which requires decision at the State level should be referred 
directly by the Collectors to the appropriate department of the State 
Government, the Board of Revenue or the Heads of the Departments 
concerned, without channelising such correspondence through the 
Commissioners. Copies of important communications may, however, be 
endorsed to them and if, in any case, they wish to make any observations, 
they could do so. It should also be carefully ensured that the initiative 
and discretion which has at present been vested in the District Collectors 
should in no way be detracted from. The Commissioners should have 
a distinct place of their own in the organisational pattern of the State 
Government, and only matters with which they are directly concerned 
should be referred to them. 

4.2.9 In order to make the offices of Commissioners effective 
agencies for guiding and co-ordinating the work of different government 
departments at the regional level the following steps may be taken by the 
State Government.— 

(i> In administrative matters, as distinct from purely depart¬ 
mental matters, it should be incumbent for the regional level 
officers of different government departments to comply with the 
directions given by the Commissioners. If, for some reason, they 
are not in a position to do so, they should refer the matter to the 
Heads of the Departments for orders under intimation to the 
Commissioners. The Heads of Departments should give due 
weight to the recommendations made by the Commissioners in such 
matters, and if in any case they are unable to accept his advice, 
they should report the matter to the administrative department 
of the Government for decision. 

(ii) The remarks of the Commissioners regarding the working 
of Regional Level Officers of all government departments should 
be appended with their annual confidential reports. Annual 
confidential reports of the district level officers should also be 
channelised through the Commissioners after the regional level 
officers have incorporated their remarks. 

(iii) The tour programmes and tour notes of all regional level 
officers should invariably be endorsed to the Commissioners. 
Whenever regional officers proceed on leave, the Commissioners 
should invariably be informed in advance. If the Commissioner 
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feels that in the interest of the government work, any officer should 
not.proceed on leave during any period, he may advise the 
administrative department of the government accordingly, and a 
decision in the matter may be taken on merits. 

(iv) The Commissioners should be empowered to inspect the 
work of Municipal Boards and Panchayati Raj institutions so that 
they may offer advice and guidance to these institutions and 
apply correctives wherever necessary. 

(v) In judicial and semi-judicial matters, they should be 
delegated appellate powers under the relevant legal enactments 
and rules- 

(vi) In matters relating to the superintendence over revenue 
and land records administration, adequate powers should be 
delegated to the Commissioners to enable them to discharge their 
roles effectively. 

(vii) The powers to transfer Sub-Divisional Officers, Assistant 
Collectors and Magistrates and Vikas Adhikaris within their 
respective regions in keeping with the orders of the government on 
the point should be delegated to the Regional Commissioners, as, 
in view of their intimate knowledge of the merits and aptitudes of 
different officers, they would be in a position to decide the most 
appropriate postings for these officers. 

(viii) In general administrative matters, too, adequate 
powers should be delegated to the Commissioners to ensure 
expeditious disposal of business. 

4.2.10 As a result of the recommendations made with regard to 
the constitu'ion and functions of the Board of Revenue, it is anticipated 
that membership of the Board could, without difficulty, be reduced by 
three. In order to avoid unnecessary additional expenditure it is 
recommended that a corresponding number of posts of Regional 
Commissioners may be created in the State, and their territorial jurisdic¬ 
tions and headquarters may be as follows:— 


S.No. 

1 

Headquarters of the 
Commissioner. 

2 

D.siricte within his jurisdiction 

3 

' 1. 

Jaipur 

Ajmer, Jaipur, Alwa r, Bharat pur, Tonk, 
Sawai M'.cilxopur, Sikar, Jh.unjhuiiu, 

2. 

Jodhpur 

Jodhpur, Pali, Nageur, B^rmer, Jaloro, 
Sirohi, Bikaner, Ganganogar, Churn, Jai- 
salmer. 

8. 

Udaipur . ,. 

Udaipur, Cluttorgarh, Bhilwera, Banswara, 
Dongarpur, Kola, Bundi, Jimlawar. 


so 

4.2.11 Sarva Shrl H. C. Mathur, and Kedar Nath found themselves 
unable to support the revival of Regional Commissioners. Their argu¬ 
ments are reproduced below in their own worSs, 

4.2.12 “We take note of the fact that it was a result of continued 
and persistent demand by the Rajasthan Legislative Assembly and 
after mature consideration, Government took the decision to abolish 
these posts. Apparently there is no'hing new in the arguments now 
advanced for the recreation of the posts. 

4.2.13 “We have no substantial evidence before us to indicate that 
the absence of Commissioners has resulted in any deterioration or that 
administration is any the better in those slates where there are 
Commissioners as compared to those states where there are none. On 
the contrary, administration in Madras Sta'e where there are no 
Commissioners enjoys a high reputation for efficiency. Even before 
bifurcation the composite State of Madras which was very large had no 
Commissioners. 

4.2.14 “We also take into consideration the fact that in 
Maharashtra, where there are Commissioners, there is no Revenue 
Board and in Punjab also there is no Board as such but only a Financial 
Commissioner. 

4.2.15 “In its recommendations, the Committee has relieved ihe 
Revenue Board of case work and considerably streng hened it as an 
executive and policy-making body and given it a supervisory role. 

4.2.16 “Revival of Commissioners will weaken both the Collectors 
and the Revenue Board. We would certainly prefer policy formulation 
at the state level by the Revenue Board than at the regional level by 
Commissioners. Inspite of every thing said and done, revival of 
Commissioners will also introduce an additional tier and will result in 
delays in some matters at least. Some of the duties listed for the 
Commissioners will definitely create diarchy and create conflicts. 

4.2.17 “Other Regional Officers, unlike Commissioners, are a 
definite link in a‘ chain and most of them are technical people to discharge 
definite functions and give technical guidance. In this case also we have 
emphasised tha't they should carry out intensive inspections. 


4.2.18 “Commissioners, to our mind, will be a feudal Institution. 
Land Revenue administration which so vitally affec's agriculture and the 
increasing importance of Excise, Sales Tax and other taxes, assessment of 
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their impact and cfBclect admiaistratien very much demand a atroag 
body like the Revenue Board of the type that we have recommended. 
Members of the Board who have been freed from considerable amount 
of case work will be in a position to tour for about ten days in a month 
and will have first-hand knowledge and grip over the administration at 
the district level and with some staff assistance will be in a position to 
advise government in all matters connected with revenue and tax 
administration and raising of new resources. Commissioners can 
never play this important role. In allotting a number of districts to 
individual members of the Board we have also taken care to see that to 
a great extent they fulfil the tasks of the Commissioners.” 

4.2.19 Shri M. V. Mathur has recorded the following note in this 
connection;— 

“I am in general agreement with the Chairman's note.” 

“The most important argument to my mind in favour of revival 
of Divisional Commissioners is that they would be able to guide 
the Collectors in discharge of their functions. We are, however, 
suggesting elsewhere the setting up of a State Planning Commission 
and a reorganised Board of Revenue. The members of these two 
bodies would be in a position to suitably guide the Collectors in 
the fields of developmental and general administration respectively. 
In view of this I do not appreciate the proposal for revival of 
Divisional Commissioners”. 

4.2.20 Shri P. K- Chaudhary has recorded his note of dissent on 
this issue separately and this is available at the end of this report 
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PART B 

REGIONAL ADMINISTRATION 

4.3.1 Hie main function of r^ional level officers is to supervise 
and co-ordinate the work of district level officers. The regional officers 
of the Development Departments have, in addition, to keep themselves 
in active touch with the working of Panchayati Raj institutions and 
to ensure that not only do they devote adequate attention to the depart¬ 
mental programmes administered through them, but also that they are 
given sufficient and timely technical guidance by the departmental 
officers. 

4.3.2 Ihe business of the government is mainly discharged at the 
district and lower levels and it is, therefore, necessary for the Heads of 
the Departments to keep in direct touch with the district level Officers 
and vice-versa. The regional level officers should not act as 
intermediary channels of communication between the district level 
oflicers and Heads of Departments in matters in which the advice or 
orders of the Heads of the Departments themselves are required. It is, 
therefore, recommended that the link between the Heads of Departments 
and the district level officers should be strengthened. All matters on 
which the orders of the Heads of the Departments are required may be 
referred directly to them by the district level officers and a copy of such 
communications may be endorsed to the regional level officers who may, 
if they so desire, communicate their comments also in the matter to the 
Heads of the Departmen's. Apart from developing an active relationship 
between the district level officers and the Heads of the Departments, 
this measure will expedite the disposal of business and will considerably 
reduce the work in the offices of the regional level officers. The last 
advantage is very significant because primarily the regional level officers 
should concern themselves with field activities; they should undertake an 
adequate number of tours and inspections and give useful guidance to 
the departmental officers working in the field: they should also apprise 
themselves, through spot visits and discussions with the people, of the 
manner in which the departmental programmes are actually being 
implemented, and thus identify the spheres in which improvements can 
be brought about. They should, therefore, combine in themselves the 
twin functions of an executive and an evaluation agency. The responsl- 
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bility for the achievement of the prescribed targets and making 
administrative arrangements for supplies should squarely rest with the 
regional level officers. 

4.3.3 The regional officers df the development departments 
should attend at least one meeting of each Zila Parishad within their 
jurisdiction per year and at least one meeting of every Panchayat Samiti 
within tbeit jurisdiction in two years. Most of these institutions have 
fixed dates for their meetings and these can be ascertained in advance 
by the regiorfal level officers. An effor:: should, therefore, be made 
to send intimation to the Zila Parishads or Panchayat 5amitis, whose 
meetings arc proposed to be attended, sufficiently in advance so that 
important points relating to their departments which require theit 
attention may be Included in the agenda. They should also avail of 
these visits for discussing the progress of their departmental activities 
and the difficulties and shortcomings that may have been encountered 
with the members of these bodies, and for giving them appropriate 
advice in the matter. They should also request the Secretaries, Zila 
Parishads and the Vikas Adhikaris concerned to send the copies of the 
agenda sufficiently in advance to them so that they may examine the 
issues involved before they attend the meetings. In the course of their 
tours, the regional level officers should invariably undertake surprise 
visits '^to Villages to check the manner in which the departmental 
functionaries are discharging their duties. The energy and drive With 
which the field officers discharge their duties, to a large extent, depend 
upon the lead given to them by the regional level oflBcers. 

4.3.4 However, recommendations have been in the preceding 
part of this chapter regarding the manner in which effective co¬ 
ordination may be brought about at the regional level. We would, 
however, like to emphasise that the regional level officers should keep 
in close touch with the District Collectors and in the course of their tours 
should invariably find time to discuss matters relating to their department^ 
with them. By virtue of (heir position, their relationship with loc^ 
bodies, their role as co-ordinators and their public contact, the reactions 
of the Collectors regarding the departmental programmes should always 
be worthy of notice. 
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PART C 

DISTRICT ADMINISTRATION 

4.4.1 The district is the most important unit of administration 
in the State. It is at this level that the policies of the State Government 
are translated into practice and the problems of the local people are 
studied and communicated to the State Government. It is at this level 
that the State actually comes into contact with the people. Upon the 
eiheient functioning of the administration at this level, therefore, subs¬ 
tantially depends the efficiency of the executive administration of the 
State, and the measure of confidence it inspires amongst the people. In 
these circumstances, two essential features have to be combined in 
district administration; firstly the necessity for an efficient and impartial 
understanding and amelioration of the problems and difficulties of tat 
local people. The following recommendations arc made, bearing in 
mind both these aspects:— 

4.4.2 (i) The District Officer .—Through his'^orical circumstances 
the District Officer has in fact become a representative of the State 
Government at the district level. There can hardly be an activity of the 
State Government undertaken in the district with which he is not in some 
way concerned. It is to him that the iieople turn for advice and the 
redress of their grievances in the ultimate analysis. In the context of 
Panchayati Raj he has a particularly significant role to play. He not 
only co-ordinates the activities of different departments of the State 
Government concerned with development, but is also expected to guide 
and advise the' local bodies and remove the bottlenecks that come in the 
way of their efficient working. He is also responsible for maintenance 
of law and order in the district. In view of his unique position, the 
District Officer should not only be an efficient and impartial administrator 
but should also have a sympathetic and understanding approach to the 
problems of the people and other departments of the government working 
in the district. On the other hand, he should be in a position to effective¬ 
ly redress the legitimate grievances of the people and to bring about 
effective co-ordination in the activities of other departments of the 
government. It must be observed that the State Government have been 
continuously making an effon to bring about adequate co-ordination at 
the diatrict leveL The latest iostructions issued vide 



Secretariat order No. F. 1 (328) Cab./Sectt.:/60, dated Augnst 12, 1961 
with regard to the role of the district officers, and their relationship with 
the officers of other government departments, are both comprehensive 
and detailed. From the replies received from District Collectors and 
other government officers it appears that a good measure of co-ordination 
has in fact been achieved at the district level. We would, however, like 
to emphasise that the views of the District Officers should be given adequate 
weightage and attention by the State Government as well as by the officers 
of other departments. It should be the personal responsibility of the 
Secretaries of the administrative departments concerned to ensure that 
important proposals received from Collectors receive prompt and careful 
attention, and a suitable reply is sent to them without undue delay. The 
professional advice of all departments of government should be available 
to the District Collector when he desires it. Similarly, any information 
which he may require in connection with his official duties should be 
supplied to him and any suggestion he makes with regard to any depart¬ 
ment of the government should be carefully considered and given effect to, 
unless there are good reasons to the contrary. If any suggestion is made 
by a Collector to a district level officer, he should normally comply with 
it. If, however, he considers it not possible to do so for technical reasons 
or otherwise, he should refer the matter to his immediate superior officer, 
and send a copy of the communication to the Collector. The Collector, 
on receipt of such a communication, should, if he so desires, send bis own 
remarks in the matter to the next superior officer of the department. If 
the latter officer is in dis-agreement with the suggestion made by the 
Collector, he should refer the matter to the government through the Head 
of the Department concerned for decision. The Collector should, how¬ 
ever, offer his advice to other departments either to resolve difficulties that 
may be experienced by the people or the local bodies, or in matters which 
he considers to be of considerable importance. Collectors should not 
ordinarily interfere with the technical aspects of the working of a govern¬ 
ment department, or in its day-to-day administration. Normally, much 
can be achieved in the sphere of inter-departmental co-ordination through 
good personal relations. 

4.4.3 (ii> District Public Relations Committees .—^It is noticed 
that government from time to time constitute advisory committees such 
a's Police and Traffic Advisory Committees, at the district level for 
various purposes. Instead of having a multiplicity of advisory committees, 
it would be desirable to have one representative committee to bring to the 
notice of the administration the problems and difficulties of the people 
which are of a general nature, and to suggest possible methods of improv¬ 
ing the functioning of government departments at the district level and 
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below. It must be emphasised that matters which are discussed in these 
comipittees should strictly be of a,general nature,,and no reference should 
be made to individual cases which should be referred to the competent 
oflScers separately for necessary action. 

4AA The membership of these committees should be as follows:— 

(a) Collector and District Magistrate Convenor. 

(b) The Member of Parliament representing the 

largest portion of the district Member. 

(c) Superintendent of Police Member. 

(d) Two Members of the State Legislature Members. 

These members may be selected by rotation and for 
this purpose one-fifth of the total number of members 
elected to the State Legislative Assembly from the 
district should be nominated as members of this 
committee for a period of one year each. Since the 
total number of such members may not be exactly 
divisible by five, in some years three members may 
be nominated to the committee. To the extent possible, 
while making such nominations, an even balance should 
be maintained between the members affiliatea to the 
ruling party and those affiliated to opposition parties 
and independent members. 

(e) The Pramukh and one other member of the 
Zila Parishad to be nominated by the Zila Parishad. 

He should, however, not be a member of Parliament 

or of the State Legislature. Members. 

(f) One Chairman of a Municipal Board in the 
district to be elected by the Chairmen of all Municipal 

Boards from amongst themselves. Member. 

(g) Three non-official members not affiliated to 

any political party. These should preferably be 
nominated from amongst the interests representing 
Agriculture, Industries & Commerce, Labour, Educa¬ 
tion and one from amongst retired government 
servants residing in the district. Members. 

4.4.5 The district level officers concerned may be requested to 
attend meetings of the committee on invitation whenever matters relating 
to their departments are discussed. 
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4.4.6 The Committee should meet once every quAf^er. On the 
iteommendations of the Commi'tee, the Collector may Initiate necessary 
inquiries whenever necessary as indicated in chapter X of this report. The 
Chief Minister should meet the District Public Relations Committees once 
a year as far as possible. If in any year it is not possible for him to do 
so, he may request one of the other Cabinet Ministers to meet the 
Committee. 

4.4.7 For cities with a population of more than one lac souls, there 
should be a separate committee to advise the administration on problems 
relating to the city. 

4.4 8 The composition of these committees should be — 

Collector Convener. 

Member of Parliament elected from the city Member. 

Members of the State Legislative Assembly elected 
from the city constituencies Member. 

Superintendent of Police Member. 

Chairman of the Municipal Board Member. 

Representative of the District Industries Association Member. 

Representative of the District Chamber of 
Commerce Member. 

Representative of the Labour Member. 

Representative of the educational institutions in 
the city Member. 

One lady member of the Municipal Board nomi¬ 
nated by the Board Member. 

4.4.9 The nomination of members to both the above committees, 
wherever suggested, should be made by the State Government from the 
intereat-groups indicated in each case. 
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CHAPTER V 


PERSONNEL ADMINISTRATION 

5.1.0 The efficiency of any government largely depends on the 
quality of the personnel it employs to discharge its various functions. In 
a country where the government has assumed responsibility for a wide 
range of activities, which are often difficult and highly spaoialised, the 
need for compe^^ent persons to man the various civil services is all the 
more imperative. - Improvements in organisation, methods and procedures, 
important as they are, will be ineffective if the personnel called upon to 
render public service are not qualified or efficient. Personnel administra¬ 
tion, therefore, deserves the highest priority in any programme of 
administrative reform. 


5.2 SERVICE RULES 

5.2.1 The constitution of new service rules after the integration of 
a number of princely states which had their own rules and regulations 
governing their services, was one of the main tasks with wMch the 
government of this State was faced. Integrating the services of the 
employees of different states, organising new departments and evolving 
a new pattern for different government services was by no means an easy 
task. The process of framing service rules for all services in the State 
was inflated by the State Government some years back and considerable 
headway has been made since. General rules for all subordinate, 
ministerial and class IV services weir framed long back. Specific rules 
for a large number of these services have also been framed.. With regard 
to the s^ate services, it is reported that, apart from services mentioned in 
Appendix XIV, service rules have been framed for all the rest. It is 
recommended that service rules for all the remaining services should now 
be framed as speedily as possible. 

5.3 PROBATION 

5.3.1 The probation period for direct recruits should normally 
be two years and for promoted government servants one year. Except 
for Class IV services, confirmation after the first recruitment to govern¬ 
ment service should be made only after the government servant has passed 
a departmental examination, Departmental examinations should be 
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prescribed for all government servants at the direct entry stage and their 
confirmation should be made subject to their passing these departmental 
examinations. Government have already issued detailed instructions, 
and in all cases where such examinations have not yet been prescribed, 
this should be done now within a period of six months. At least all 
government servants recruited directly after 1-1-1963 should be required to 
pass their departmental examinations before they are confirmed. In 
all cases in which the syllabi for departmental examinations have not 
yet been approved, immediate necessary action to. do so sholld be taken. 
It should be possible to have this done within three months as delay in 
the prescription of the syllabi will result in corresponding delay in the 
holding of the examinations, and consequently, the confirmation of directly 
recruited candidates. 


5.4 RECRUITMENT 

5.4;i A wise recruitment policy is the sine-qua-non of efficient 
administration. If persons of the requisite calibre are recruited to 
government service, the quality of performance of the tasks undertaken 
by the government will naturally improve. 

5.5 RECRUITMENT TO THE ‘GENERAL' SERVICES UNDER THE 
STATE GOVERNMENT. 

5.5.1 The question of recruitment to government service is linked 
with the broader questions of policy in the field of higher education. 
There is a pronounced school of thought which feels that students should 
be able to decide, after completing the higher secondary stage of their 
education, as to which career they would like to choose for themselves. 
T his is because the basic minimum academic knowledge is normally acquir¬ 
ed by the students by the time they have passed the higher secondary 
examination. There would be no point, therefore, in their continuing to 
imbibe academic knowledge which may be completely irrelevant to the 
vocations they may choose subsequently for themselves. It would, there¬ 
fore, be appropriate for the students to exercise their choice of career, 
at least in the broader sense of the term, after they pass the higher 
secondary examinations. The technical training institutions dealing 
with subjects such as medical, engineering, and agricultural and veterinary 
sciences already draw students at this stage. It is felt that students 
desirous of joining the ‘General’ services under the State Government 
should also exercise their option at this stage, and after their initial recruit¬ 
ment, be given specialised training in the manner which most appro¬ 
priately equips them for the duties they will be required to discharge on 
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ai^jointment in government service. In order to give effect to tiais 
principle, the following recommendations are made;— 

5^5.2. Open competitive examinations, excluding vivo voce tests, 
should be held by the State Public Service Commission for recruitment 
to the government services of a general nature (which do not require 
any special academic or technical qualifications or experience) for all boys 
and girls who have passed their higher secondary school or pre-university 
examinations. We have not suggested a personality test at the stage 
of initial recruitment as the students’ personality is not fully developed 
after the High School stage. This test should be held at the time of final 
examination after the three-year degree course as recommended subse¬ 
quently. The age limits for recruitment to these services should also be 
modified accordingly. From amongst those who qualify at these examinas 
tions, an adequate number according to the requirements in each year, 
should be selected in order of merit for appointment to the State or 
Subordinate Services, provided they successfully complete the degree 
course. In order to provide for wastage, it would be desirable to select 
ten percent to fifteen percent more candidates at the initial stage than 
the anticipated requirements. 

3.5.3 The State Government should set up a special institution, 
with the approval of the University Grants Commission in collaboration 
with one of the universities in Rajasthan, in which a special three-years 
degree course for all students, selected in the manner indicated In the 
preceding paragraph should be organised. The staff for these institutions 
should be carefully selected according to their merit, aptitude and back¬ 
ground so that they may be able to adjust their methods of instruction to 
meet the requirements of the State services. Optimum facilities should 
also be provided for hostels, libraries and extra curricular activities. 

3.5.4 The syllabus for this degree course should be got approved 
and the degree should be universally recognised as equivalent to a regular 
university graduation degree. 

The syllabus for this course may be as follows:— 

Compulsory Subjects .. 1. General English, 

2 . Hindi, 

3. Basic and Applied Science, 

4. General Education, 

6 . Public Administration. 



92 


OptiftHftl Sobjects 1. Econoatio, 

out of these to be '2. Political Scieaee, 

selected by each can- 3. History, 

didate) 4. Sociology, 

6. Hindi Literature, 

6. English Literature, 

7. Mathematics, 

8. Statistics, 

9. Physics, 

10. Chemistry. 

5.5.5 Teaching In the normal subjects which are already included 
in the academic curriculum of the University will be done in the same 
manne r as is being done at present for the Three-Years Degree Course. 
Basic and Applied Science is at present being taught to some extent as 
a part of the subject entitled ‘General Education’. The Committee feels 
that more intensive training in this subject should be given to those who 
wish to enter government service in view of the fact that with the rapidly 
expanding spheres of governmental activity, and in the context of present 
day specialisation, good basic knowledge of science would be useful to the 
ca^idates when they enter government service. Public Administration 
is at present being taught in some universities at the post-graduate stage. 
It is recommended that a special syllabus should be devised for this subject 
for the undergraduate level also. While doing so, the special require¬ 
ments of State administration should be kept in view. 

5.5.6 Adequate facilities should be made available to these 
students for the development of their general knowledge which, in addition 
to the organisation of discussion groups, seminars and camps and field 
visits would necessitate a well equipped library. Facilities for extra 
curricular activities should also be of the requisite standard. After their 
initial selection the boys should be given some stipend as has been sanction¬ 
ed at present by the State Government for all students in the degree 
classes who attain first division in higher secondary school examination. 
Additional financial assistance may be given to those selected boys whose 
parents are particularly poor, and cannot afford to pay the expenses of 
higher education. 

5.5.7 At the initial recruitment stage, there should be no division 
of candidates between State and Subordinate services. The marks obtained 
by them in the initial recruitment examination should be added to the 
marks obtained by them in the final Degree Examination, and their inter- 
se seniority should be determined on the basis of total aggregate marks 
obtained in the two examinations taken together. The division in the 
State and Subordinate Services should also take place according to this 
raaldoff, the eandldataa higher up in order of mwit being selected to the 
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State services according to the vacancies available and the rest to the 
Subordinate services. The allotment of candidates to diflEerent services 
should be determined by the state government taking into consideration 
their ranking and their options. 

5.5.8 There should be no further screening of candidates selected 
in the above manner after they successfully pass their graduation 
examination. As soon as the successful candidates are allotted to various 
services, they should be required to undergo the foundational courses for 
the services in question in terms of the recommendations made by State 
Committee on Training. Thereafter, special departmental training may 
be arranged for the candidates either in departmental institutions or by 
attachment to various offices in the department in the manner now 
obtaining for directly recruited candidates. 

5.5.9 In order to encourage candidates selected in the above 
manner to obtain a post graduation degree, it is recommended that after 
the successful completion of his graduation course, if any candidate 
wishes to qualify for a post graduation degree in Public Administration, he 
may be permitted to do so. In view of the adequate basic knowledge 
gained by him at the pre-graduaTon stage, the Univeasity may be 
requested to organise a special post-graduation course in Public Adminis¬ 
tration which will enable these candidates to obtain the post-graduation 
degree in this subject in one year. Special evening classes should be 
organised by the University for this course so that these candidates may 
attend these classes in the course of (heir in service training. 

5.5.10 In order to attract better type of students who may like to 
complete far the All India or the Central Services, or to join the services 
under the State Government, if they are not recruited to the other 
services enummerated above; the candidates who pass the special degree 
course recommended above should, if they so desire, be permitted to 
appear in the competitive examinations for recruitment to All India or 
Central Services, and if they are selected, they may be permitted to jom 
these services. They may also be permitted to apply for recruitment as 
lecturers in the universities situated in this state. If a candidate does 
not join services under the State Government after the completion of this 
special course, except in the above contingencies, he should be required 
to refund the amount paid to him as scholarship and such proportionate 
training expenses as may be determined by the State Government. 

5.5.11 Although the primary responsibility for running the 
institution will be that of the State Government, it should associate the 
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representatives of the universities of Rajasthan in deciding upon the 
teaching curriculum and the broader aspects of its management. For 
this purpose a special governing board, comprising representatives of the 
State Government and the universities, may be constituted. 

5.5.12 Apart from ensuring the recruitment of better qualified 
candidates to the services in question, these recommendations will also, 
to a considerable extent, relieve the pressure on the normal degree classes" 
in the universities for a number of students merely undertake 
the degree courses in order to qualify for recruitment to govern¬ 
ment services for which the graduation degree has been prescrib¬ 
ed as the minimum qualification. If they are not selected after the higher 
secondary school stage to any of the government services in question they 
can make an effort to have themselves usefully employed in other 
professions rather than unnecesslarily join the degree classes. With a 
smaller intake, it would be possible for the universities to provide better 
facilities to the students who join the degree classes and the teachers would 
also be able to devote more personal attention to their students. 

5.5.13 Shri V. D. Sharma, however, did not agree with this 
recommendation of the Committee and the following reasons were gjven 
by him in support of his contention: 

5.5.14 (1> “A student is not sufficiently mature at the Higher 
Secondary stage to decide for himself the career he should choose to 
pursue or is fit for. It has been said that the various learned bodies who 
have reported on the higher secondary education have been of the view 
thalj student should at the end of the Higher Secondary stage be able to 
make a choice regarding his future career. Unfortunately, our society 
has been so backward and mean-s of vocational guidance so poor that 
realistically speaking, this hope about the ability of young men to 
rationally choose a future career at this stage has not been realised. 
Factually such choice is often made either by the parents; who are guided 
more by their ambitions than by the mental equipment of the student, or 
by a gamble in applying for several different chances and taking to one 
which becoines available. I therefore, think that the choise made under 
these circumstances of immaturity and chance should not be considered 
dependable. A choice made after the degree stage would definitely be 
more ripe, specific and rational. 

5.5.15 (2) “If the selection for public services is made immediately 
after the higher secondary stage, it would mean very considerable 
weightage in favour of candidates who had the good fortune of birth and 
up-bringing in an urban higher class family and education in a costly 
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school. Educational facilities in our country are strikingly dissimilar 
with the result that children of poorer parents and of those living in 
rural areas have to satisfy themselves with poorly paid teachers of low 
calibre, ill-equipped institutions and unfavourable home-surroundings. 
When such candidates and candidates from better schools and urban areas 
get together in colleges situated in comparatively advanced localities, 
there is a certain amount of equalisation of opportunities and facilities. 
Competition at that stage is, therefore, fairer than it would have been at 
the higher secondary stage. It is feared that if the system favoured by 
the majority of the Committee members is adopted it will mean a further 
elimination of chances for poor people and would lead to perpetuation of 
class-consciousness and discriminatory feelings of superiority among the 
members of the general services, a characteristic, which has been 
comi^ained of in the past and the complaint is not without foundation. 

5.5.16 (3) “The course whidi has been recommended after the initial 
recruitment is in no way a specialised or a training course but is a sort 
of liberal education, provided in any other educational institution of the 
college standard. The fact that the students of this course will have to 
appear for a degree examination organised by a university will further 
take away from the students any biasi for public service specialisation 
which is said to be a distinctive feature of this special institution. When 
students can receive this liberal education in any other college and offer 
themselves for competition at the end of a degree course, there is no point 
in the state undertaking extraordinary expenditure over this institution 
where all the trainees are sought to be given stipends, salaries etc. 
Outside such institution students will naturally have a wider choice both 
with regard to subjects and as to institutions. 

5.5.17 (4) “Selection for general services of the State at the higher 
secondary stage which would mean a comparative surety of a career might 
also breed complacency in the pursuit of knowledge and arrogance in 
attitudes. As a result of strict screening at the degree examination, a 
large number of candidates are thrown out as disqualified, it will result 
in avoidable waste and lot of frustration for those who happen to be so 
rejected, 

5.5.18 (5) “Our courses at the Higher Secondary stage are a 
compendium of subjects requiring varying interests and aptitudes. This 
is so, because the Higher Secondary course is intended to provide a base 
for the choice of any further specification. It is, therefore, not an 
uncommon experience that students feeling fettered till Higher Secondary 
stage by subjects like Mathematics or History, which do not agree with 
their aptitudes, fare much better in higher courses where they are free to 
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choose the subjects of their interest. It will be unfair for such people 
if they are judged for public service by their achievements at the Higher 
Secondary stage. 

5.5.19 (6) “The objective of selecting candidates through a 
competitive examination and personality test is to get youngmen for 
public service who are judged best in respect of their mental equipment, 
personality, attitude and social and cultural make-up. An assessment of 
all these qualities can definitely be made more realistically and 
rationally at the degree stage than at the Higher Secondary stage. 

5.5.20 “For the above reasons the new system as recommended 
will not be an improvement on the existing system and is likely to be less 
fair to the candidato.s in general as also less advantageous to the S^ate. 
It was nowhere been ^id that the existing system has failed in enlisting 
the best of young men for the public services. If there are any defects, 
they are either due to inadequacy of emoluments, imperfect service 
conditions or tack of proper training. These defects are remediable.” 

5.5.21 The other members of the Committee considered the above 
points but still felt that while ways and means should be found to over 
come some of the disadvantages that were pointed out by Shri Sharma in 
working of the proposed recruitment system, the advantages of the system 
were so considerable that it ought to be adopted. The most important 
corollary to the recommendations of the Committee would be to strengthen 
the educational system at the higher secondary stage and to provide an 
opportunity for the more meritorious students to avail of good education 
in institutions which have all the necessary facilities. In particular, it 
is recommended that:— 

(i) Vocational guidance in the High Schools and Higher 
Secondary Schools should be specially strengthened. Some begining 
has been made in this direction in the State but the programme needs 
much greater emphasis. 

(ii) The scheme of government merit scholarships available 
to all first class students whose parents are not income tax payers, 
should be extended to cover post-Primary and Higher Secondary 
students also. In fact, il would be highly desirable to have in each 
Panchayat Samiti area at least one Middle School with optimum 
facilities for school teachers, libraries, laborataries, play-grounds, 
hostels, etc. in which students selected on the basis of their 
demonstrated merit (according to the best educational testing 
methods available) from the primary classes are provided full 
scholarship to prosegute their studies in Middle Schools. Similarly 



97 


each district should have at least one Higher Secondary School with 
optimum educational facilities where selected meritorious student^ 
from Middle Schools should be provided with full scholarships 
their studies in Higher Secondary classes. Thus, the State pould 
ensure that students, who have demonstrated their merits in Primary 
Schools and Middle Schools are not prevented from prosecuting their 
higher studies on account , of lack of material resources. In this 
way, abler students of poor parents will have opportunities of 
receiving their education in the best of institutions. 

5.6 RECRUITMENT THROUGH THE PUBLIC SERVICE COMMISSION 

5.6.1 The foremost consideration in ihattcrs relating to recruit¬ 
ment through the Public Service Commission is the devising of suitable 
ways and means to ensure that avoidable delays in the recruitment to posts 
which lie within the purview of the Commission do not take place, as, apart 
from the administrative difficulties involved, such delays result in the 
continuance of candidates appointed in an ad hoc manner, who', because 
of the insecurity of their services, do not give of their best and are also 
often on the look out for alternative employment. In order to avoid 
delays in recruitments through the Commission, the following suggestions 
are made;— 

5.6.2 There is no reason why recruitment to various posts under 
the State Government cannot be scientifically planned by the appointing 
ahthoritiea. They should prepare an estimate of their requirements as soon 
as they prepare their budget proposals for the ensuing financial, year in 
the month of October of the preceding year and send formal requisitions 
to the Public Service Commission before the end of November each year 
for posts which are likely to fall vacant or to be created in the forth¬ 
coming calender year. Specific instructions to this effect should be issued 
by the government to all appointing authorities and the Public Service 
Commission should be requested to intimate the names of the departments 
which do not send their requisitions to it before the close of the preceding 
financial year to the government in the Appointments Department and 
these cases should be brought to the notice of the Chief Secretary who 
should ensure expeditious compliance. 

5.6.3 Once this is achieved, it should be possible for the Public 
Service Commission to plan its recruitments in advance. In this connec¬ 
tion it is recommended that the Cominission should be requested to 
prepare a calender for holding competitive tests each year to services to 
which recruitments are made on an annual basis. It will not be possible 
for the Commission to decide the dates of the competitive tests a year in 
advance, but at least the month in which the tests would take place should 
be specified. This will not only be of benefit to the concerned depart- 
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ments of the government who will plan their recruitment and training 
programmes accordingly, but also to the candidates who aspire for the 
posts in question as they will know sufficiently in advance when the 
competitive tests are libdy to be held. 

5.6.4 There are large number of Subordinate Services and recruit¬ 
ment to these services naturally increases the pressure of work in the 
Commission quite considerably. It is, therefore, recommended that all 
administrative work relating to the recruitment of personnel to the 
Subordinate services which lie within the purview of the Public Service 
Commission, such as issuing advertisements, scru'inising applications and 
answering references, should be done in the offices of the Heads of 
Departmienls concerned. Draft advertisemen's, unless these have been 
standardised, should be got vetted by the Commission and rejection of 
applications should not be done without the approval of the Commission, 
The Commission should be mainly responsible for holding of the examina¬ 
tions, including arrangements for setting of question papers, and 
examination of answer books. 

5.6.5 In view of the large volume of work connected with the 
recruitment to the Subordinate and Ministerial services, it would probably 
be better if one member of the Commission is specifically assigned this 
work. With regard to the recruitment of the ministerial staff for offices 
other than the Secretariat, the Public Service Commission should hold 
annual examinations and prepare a panel of successful candidates to cover 
the likely requirements of all the aforesaid offices, and whenever any vacan¬ 
cy arises in the course of the year, the departments concerned should send 
their requisitions to the Commission and the Commission may recommend 
suitable candidates for appointment from this panel. These examinations 
should be held without waiting for regular requisitions from the depart¬ 
ments in order to avoid delays. To begin with, an estimate of the annual 
intake may be made and the panel for future years may include approxi¬ 
mately twenty-five per cent candidates in excess of this number. The 
candidates may be informed that there is no guarantee regarding appoint¬ 
ment in the ministerial services of the State and their names would 
merely be placed on the approved panel from which vacancies will be 
filled according to annual requirements. The panel should be in force 
for a period of one year and before the year expires a fresh panel should 
be ready to avoid any dislocation in the appointments. In view of the 
fact that it has been recommended separately that appointments to the 
ministerial services should be made region-wise the applications for the 
posts in the ministerial services and the preparation of panels should also 
be done region-wise. With the starting of special three-year degree 
courses for candidates recruited to the State and Subordinate services, 
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the response to the general diploma course organised by the Government 
for ministerial staff should also improve. These courses should be 
strengthened. 

5.6.6 It is observed that for some posts an adequate number of 
candidates do not respond to the advertisements issued by the Public 
Service Commission. Apart from an actual shortage of qualified hands 
which exists for s,ome technical posts, the other reasons for such lack oi 
response may be as follows:— 

(i) Inadequate pay scales, 

(ii) Prescription of rigid and elaborate qualifications. 

(iii> Unsuitable age limits, 

(iv) Unattractive service conditions, including lack of pro¬ 
motion chances, posting in rural areas without payment of ccan- 
pensatory allowance etc. 

5.6.7. With respect to technical posts for which there is an actual 
shortage of qualified and trained personnel, the Public Service Commission 
may be requested to devise a simpler method of screening the candidates 
for recruitment so that there is the least possible delay. Apart from the 
government work suffering as a result of these posts lying vacant, the 
candidates who are not regularly recruited by the Commission to these 
posts, because of the shortage, are drawn either to the Government of 
India or other State Governments or even the private sector where they 
are assured of permanent appoin' ments and the State Government loses 
their services. It is, therefore, very important that arrangements for the 
recruitment of personnel in short supply should be so modified that these 
reoruitments take place with the least possible delay. 

5.6.8 In each case where there is no adequate response to posts 
advertised, the reasons for the same may be examined and appropriate 
remedial action taken. If the pay scales are desired to be revised, the 
Commission should be requested to issue a second advertisement to ensure 
that candidates are in effect not attracted to the existing pay 
However, as an incentive, advance grade increments up to three in 
number may be sanctioned even after the first adverti^ment. This 
should be done after ensuring that none of the other factors accounts for 
the poor response. 

5.6.9 Rules and procedures relating to recruitment to services 
should be so devised that recruitments normally take place within six 
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months of the date of issue of the requisition. Such diflSculties as may 
be experienced in ensuring this should be promptly removed. One of the 
reasons for delay in recruitments is the preparation of faulty or incomplete 
requisitions by the appointing authorities. Since the appointing authority 
is required to^ sign the requisitions sent to the Commission he should 
ensure that they are complete in all respects. If the Commission desires 
any corrections to be made in the requisitions, a back reference should 
be made within a month of the receipt of the requisition at the latest, and 
the department should send the revised requisition within a fortnight of 
the receipt of such reference from the Commission. Case studies may 
be conducted by the State Government, in consultation with the Commis¬ 
sion, to ascertain the reasons for the delay in making recruitments and 
appropriate steps should be taken to avoid these delays. 

5.7 APPOINTMENTS. 

5.7.1 (a) Delegation of Powers.—Detailed recommendations have 
been made in chapter VI regarding the delegation of powers relating to- 
appointments in government service. Powers of appointment with respect 
to the ministerial services have been proposed to be delegated to regional 
and district level officers. Since promotions and transfers of these 
employees will, in a number of cases, have to be given on a regional basis 
01 for the State as a whole, in order to obviate difficulties which may arise 
in the reckoning of seniority amongst these government servants, their 
seniority may be determined from the date of their first regular appoint¬ 
ment ^0 government service and not from the date of their confirmation, 
as, the latter may vary according to the particular circumstances of each 
district or regional cadre. Periods spent in ad hoc service prior to regular 
appointment according to rules should, however, not count towards 
seniority. 

5.7.2 (b) Ad hoc Appointments .—Some instances have come to 
notice in which ad-hoc appointments made prior to the selection of 
candidates by the Public Service Commission did not fulfil the require¬ 
ments 6f the rules in question in all respects. In order to erisure that 
even ad hoc appointments are made keeping in view all the relevaiit 
provisions in the rules, it is suggested that all such appointment orders 
should be issued in a prescribed form which may be standardised and got 
nrinted. The typed form for this purpose has been suggested at 
,\ppendix'XV, 

5.7.3 (c) Period of Appointment .—In a number of cases, the 
appointing authorities specify the period of appointment of temporary 
government servants. ITiis is not desirable as it leads to additional work 
in extending the term of appointment of government servants periodically 
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and also to delay in the disbursement of salary to the government servant 
concerned whenever orders extending his term of appointment are delay^. 
The services of all temporary government servants can be terminated with 
one month’s notice. Unless, therefore, it is essentially the intention of the 
appointing authority to appoint a candidate in government service for a 
specified period, such appointments should continue to hold good until 
the services of the incumbent are terminated or until a candidate recruited 
by the Public Service Commission is made available, whichever is earlier 
and not for any specified period. Further recommendations in this respect 
have been made in Chapter VII. 

5.7.4 (d> Age.—At present in most cases the prescribed age limits 

are applicable to even those who are in government service. It would be 
desirable to permit government servants to improve their prospects at the 
commencement of their service career if they have the requisite merit. 
It is, therefore, recommended that the age limits for government servants 
seeking appointment to higher posts than those which they occupy may 
be relaxed from twenty-five years to twenty-eight years, but they should 
not be permitted more than two chances to compete for any particular 
post or category of posts. 

5.8 TRANSFERS. 

5.^.1 Although the adage that transfer is no punishment may be 
true in a number of cases, it cannot be considered to be universally true. 
Very often, due to various circumstances, personal or otherwise, transfers 
can be effective instrument for rewards and punishments. It is, therefore, 
very important to ensure that a sense of justice and fair play permeates 
all policies of the government governing transfers of government servants. 
In addition to enunciation and acceptance of these principles, strict 
enforcement in practice of their actual observance through well defined 
procedures is equally important. 

5.8.2 The following general principles are recommended for adop¬ 
tion to govern the policy relating to tranrfer of government servants:— 

5.8.3 (i) The authority in whom responsibility for performing 
assigned tasks has been vested should be given sufficient discretion to 
utilise the services of those through whom he has to work in the manner 
he tbinkg best. In matters of transfers, therefore, delegation of powers 
along with responsibility is extremely important. In view of this, the 
following recommendations are made:— 

(A) Officers of the State Services of the rank of Deputy 

Heads of Departments and above should continue to be transferred 

by the goveminent as at present. 
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(B) The Heads of Departments should be authorised to 
transfer officers of the State Services of the rank of district levd 
officers and below with the exception of the Superintendents of 
Police who, in view of various administrative considerations, may 
continue to be transferred by the government. 

(C) With respect to officers of the Rajasthan Administrative 
Service who have to man posts in a number of departments, the 
following recommendations are made: 

(a> The postings and transfers of officers of the Rajasthan 
Administrative Service in the senior scale or in the selection 
grade should continue to be done by the Appointments Depart¬ 
ment of the government as at present. 

(b) The ransfers of Rajasthan Administrative Service 
officers in the normal time scale, other than those mentioned 
at sub-item (c) below, should be made by the Chief Secretary. 

(c) When it is desired to post an officer of the Rajasthan 
Adminis'.rative Service in the normal time scale on any post 
in the Revenue. Settlement and Consolidation of Holdings 
Departments, the officers should be “allotted” to the Board of 
Revenue, which should be requested to issue orders regarding 
their actual posting. Posting of officers allotted in this manner 
to the Board of Revenue should be done by the Chairman and 
members concerned. 

(d) Similarly, all officers proposed to be posted on posts 
in the Development Department, including deputation posts 
in Zila Parishads and Panchayat Samitis, should be “allotted” 
to the Development Commissioner who should issue their 
specific posting orders. 

(e> If the posts of Regional Commissioners are revived, 
they may be empowered to transfer Sub-Divisional Officers, 
Assistant Collectors and Magistrates and Vikas Adhikaris 
within their respective jurisdictions. 

Some of the members felt that these powers need not be dele¬ 
gated to the Commissioners even if these posts are revived. 

(f) For the posting of Rajasthan Administrative Service 
officers in the normal time scale from one department to 
another, a committee, with the Chief Secretary as Chaimxan 
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and the Chainnan, Board of Revenue, the Dc!vd<^>ni«ot 
Commissioner and the Special Secretary, Appointments D^iart- 
ment as members, should meet in the month of April every year 
and take appropriate decisions in the matter. 

(D) Although it has been recommended that the powers to 
transfer officers of the State Service drawing salaries in a scale 
with a m aximum of Rs. 800/- Of less should be delegated to the 
Heads of Departments, because officers of the Rajasthan Accounts 
Service and the Rajasthan Statistical Service are appointed to a 
number of departments, the powers to transfer them should vest 
in the Finance Secretary (Revenue) and the Chief Secretary 
respectively. 

(E) All officers of the subordinate services should be transfer¬ 
able within their respective regions by the regional level officers 
concerned. In the case of officers belonging to the development 
departmen*^s, the district level officers concerned, provided they 
are gazetted officers, in consults’ion with the Collectors, may 
be authorised to transfer such officers within the district 
This would imply that whenever the officers of the subordinate 
services are pos ed to a particular region or district they should be 
placed at the disposal of the regional or district level officers 
concerned without indicating the post on which they should take 
over charge. On receipt of (hex orders, the regional or 
district level officers concerned ^ould issue further orders 
regarding their actual pos*ing 5 . The transferred officers should only 
relinquish charge of their previous posts upon receiving ihe orders 
of 'he regional or district level officers concerned, under whom they 
are posted, regarding their actual places of posting. This 
procedure will ensure that the transferred officers will be able to 
join their new posts without marking time, awaiting orders and will 
also avoid complications in the issue of pay slips to such officers. 

(F> With respect to ministerial services serving In offices other 
than the Secretariat, it is recommended that powers of transfers, 
wi hin their respective jurisdictions, of all staff, apart from office 
Superintendents and Stenographers, should be ddegated to the 
district level officers concerned. Inter-district transfers may be 
made by the regional level officers or the Heads of Departments, 
as the case may be. The powers to transfer Office Superintendents 
and Stenographers should be delegated to the regional level officers 
for their respective rei^ons. 
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5.8.4 (ii) The normal tenure of an officer oh « post should be 
for a minimum period of two years and a maximum period of five years. 
In cases where the work is of a specialised nature or where familiarity 
with local conditions or circumstances is definitely an advantage to the 
government servant, a longer period of stay should be the normal rule. 
For posts of a general nature, the period of posting may be comparatively 
short, but in any case not less than two to three years. For various 
cogent reasons, a government servant should not continue on the same 
post for a period of more than five years. Apart from the fact that after 
this period he is likely to have already contributed to the optimum extent 
according to his ability and is thereafter likely to feel “stale”, it is always 
better to prevent a government servant from consciously or sub-consciously 
developing local affiliations and prejudices which would normally be the 
case if he is allowed to remain on particular post for a very long time. 

5.8.5 In most cases, an officer belonging to the subordinate service 
has to familiarise himself with the area in which he is posted and to get 
to know with a fair degree of intimacy the problems of the local people. 
This is particularly so of officers of the development departments. It is, 
therefore, recommended that the officers of the subordinate services should 
be permitted to continue in the same district for at least five years. Inter¬ 
regional transfers in their cases should be very rare and resorted to only 
in unavoidable contingencies such as promotions or appointment to 
selection or headquarter p>osts. This is necessary because, in this state 
particularly, the problems of different regions are fairly distinct and 
characteristic and it would be desirable for an officer who once becomes 
familiar with them to continue to serve in the region, so that he can make 
more useful contributions as he gains exp«rience. Of course* exception 
will have to be made in the case of areas where conditions of living are 
pwrticularly difficult, and in such cases the p?eriod of p>osting may be com¬ 
paratively short. 

5.8.6 (iii) The government have at present issued orders to the 
effect that all government servants drawing pay in scales with a maximum 
of less than Rs. 335/- p)er month should be pwsted in their home districts. 
While this is a significant concession to low-praid employees, the interests 
of the administration and the pjeople should also be borne in mind in 
this context. Officers of the subordinate services in some form or the 
other exercise executive authority, and if they are posted to their home 
districts, there is great likelihood of their having local affiliations which 
would, in some cases, bias their actions or even lead to their participation 
in local politics which is most undesirable. The Committee is, therefore, 
emphatically of the view that the officers of tbeaubotdi&ate services-should 
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not be posted in their home districts but should, to die extent possible, be 
retained in the same regiem to which they belong. 

5.8.7 (iv) The Committee had made a specific query io Its 
questionnaire regarding the interference in postings and transfers by 
superior authorities in the powers of the subordinate authorities. From 
tlie replies received, and from the views expressed by various persons who 
were interviewed, the Committee has come to the conclusion that there has 
been considerable undue interference by superior authorities in the 
powers of the subordinate authorities in this respect at all levels. Inter¬ 
ference of this nature is one of the major causes of indiscipline in the 
services, and of frustration and demoralisation amongst them, and this 
has indirectly resulted in inefficiency to a great extent. This practice 
must be stopped at all costs. Quite often such interference in powers of 
the subordinate authorities is verbal or indirect which makes the situation 
even worse. If there are very valid reasons for interference by any 
superior authority, then such reasons must be recorded and an order 
issued, in writing, by the higher authority. As one measure of putting 
a check to this practice, it is suggested that all transferring authorities 
should send a statement where orders have been issued by any authority 
other than the competent authority to the Head of the Department con¬ 
cerned and the Head of Department should send a consolidated six-month¬ 
ly statement to the Appdintments Department. This statement should 
form part of the annual administration report which the department is 
required to submit to the legislature. 

5.8.8 Shri G. K. Bhanot felt that, to some extent, posts in various 
departments of the government should be graded into A, B and C cate¬ 
gories and, while exception may be made in cases of officers of 
considerable merit, appointments to these posts should be made keeping 
in view the seniority of the officers concerned. Thus persons starting 
their service could go to ‘C’ category districts like Jaisalmer, Banswara, 
etc. Persons with 9 to 10 years of service could go to ‘B’ category 
districts like Bhilwara etc. and very senior persons could go to ‘A’ 
category districts like Jaipur. The suggestion was made because it has 
been found that senior persons advanced in age have problems like 
education of children, illness in family etc. and they seek posting in 
better places. They should be entitled to this also. The other members 
of the Committee however, did not agree with this view as they felt that 
postings should mainly be governed by the criteria of suitability, merit 
and aptitude and should not necessarily be made on the basis of seniority, 
but, of course, seniority would only be one of the factors which should 
be taken into consideration in this respect. Besides, it would be rather 
difficult to ^de the posts in all departments into three categories and 
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even if this is done, those appointed to a post of a lower category than 
they think they are entitled to would nourish a grievance on this account 
and treat it as a sort of punishment. This would, therefore, give rise 
to frustration and dis-satisfaction. which would not be desirable. 

5.9 PROMOTIONS. 

5.9.1 The policy regarding promotions is one of the fundamental 
factors governing the conditions of service of all government servants and 
it is, therefore, vitally linked with the morale of the public servants. The 
principles adopted for giving promotions to government servants should, 
therefore, be carefully and scientifically determined. The following 
recommendations are made in this respect. 

5.9.2 (i) Normally, services should be so constituted that a 
government servant may look forward to his first promotion within twelve 
to fifteen years of his joining service and for a second promotion, if he 
is not below average in ability, before at least five years of his actual 
retirement. If, due to unavoidable circumstances, this is not possible in 
any service, selection grades should be introduced to compensate for this 
disadvantage. Prospects of promotion, in addition to certain other 
factors, play an important part in sustaining the interest and enthusiasm 
of government servants in their work, which naturally add to efficiency. 

5.9.3 (ii> Merit should be given adequate weightage in the matter 
of promotions, especially for senior appointments, to ensure greater 
efficiency in government functioning and also to provide adequate 
incentive to government servants to give of their best. It is, therefore, 
recommended that for all services, fifty per cent of the promotion posts 
should be filled on the basis of seniority-cum-merit as at present and fifty 
per cent on the basis of pure merit. To make this recommendation more 
tangible, those government servants who obtain more than marks out 
of 75 in the assessment of their annual confidential reports according to 
the present government orders Appointments Department No. F. 1 (6) 
Apptts. ‘DV60, dated 31st August I960 should be given promotion on the 
basis of seniority-cum-merit and those who obtain more than 65 marks 
out of 75 in the assessment should be given promotion in order of seniority 
against the quota fixed for merit promotions. If, however, In any year 
no person Is found fit for promotion on the basis of merit, promotions in 
that year may be given on the basis of seniority-cum-merit. 

5.9.4 As a corollary to this recommendation, the principle that a 
person who begins to officiate on a higher post earlier on a regular basis 
should be treated as senior to one who does so later, although in the next 
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lower oadxv he may be aotually junior to him, should also be adopted as 
otherwise an anomalous position will be created in that the aeniority In 
the higher cadre n^ay be constantly changing. 

5.9.5 With the introduction of this system, the procedure of giving 
promotions on the basis of competitive examinations restricted to the 
government servants in the next lower cadr^ according to the recommenda¬ 
tions made by the State Committee on Training (reproduced at Appendix 
XVI) may be discontinued. The Committee feels that it would be fairer 
to judge merit ®n the basis of the assessment made by senior officers 
in annual confidential reports than purely on the basis of a competitive 
examination which gives no weightage to the actual performance of the 
government servants in the course of their preceding service careers. 
However, qualifying examinations should be introduced in certain cases, 
specially for promotions from the subordinate to the state services, in the 
manner recommended by the State Committee on Training (as reproduced 
at Appendix XVII); 

5.9.6 (iii) For the screening of candidates before they are given 
promotion, special departmental promotion committees have been provided 
for in most of the service rules. Such committees should, without 
exception, be constituted for all services other than Class IV. It is the 
function of these committees to assess the confidential reports of the 
government servants concerned and make their recommendations regarding 
the persons to whom promotions should be given, according to the criteria 
fixed by the government in this respect. If the competent authority 
disagrees with the recommendations of the departmental promotion 
committee in any case, he should refer the matter to the next higher 
authority for orders. This procedure will inspire confidence iri the 
government servants that their cases are judged with due impartiality 
and objectivity. 

5.9.7 (iv) Posts carrying special pay for higher responsibilities, as 
distinct from special pay given for arduous duties, should not be treated, 
even by convention, as promotion posts and appointment to these posts 
should be made purely on the basis of merit-cum-suitability, as in view 
of the importance of these posts it would be desirable to select government 
servants on the basis of their competence. 

5.9.8. (v) The posts of Heads of Departments are key posts in the 
governmental set-up and the efficiency of the departments depend to a 
very large extent on their abilities. It is, therefore, very important that 
officers who are selected to man these posts are of proved merit with the 
requisite initiative, drive and experience. In all cases where the posts of 
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Heads of tbe Departments are filled by pjxanotion frwn amongst 
departmental officers, it is recommended that the selection of the Heads 
of Departments should be made purely on the ^asis of merit from 
amongst the Deputy Heads of Departments who are either substantive or 
have continuously officiated as such for a period of three years. This 
would imply that the posts of Heads of Departments should be treated 
as ‘selection posts’ and not as,‘promotlon posts’. 

5.10 TRAINING 

5.10.1 The principle that a government servant must be properly 
equipped to discharge the duties proposed to be assigned to him before he 
is actually appointed to the post is fairly obvious, needing hardly any 
elaboration. The Slate government had recently appointed a special Com¬ 
mittee under the chairmanship of the Chief Secretary to examine the 
training programmes of all government services and recommend 
measures to ensure that these programmes are efficiently organised, 
properly coordinated, improved in content and brought in conformity 
with tlie existing requirements of the state and local administrations. 
The recommendations of this committee arc fairly comprehensive and 
cover most of the important aspects of training of government servants, 
and therefore, we have not examined this matter in detail. 

5.10.2 We would, however, like to emphasise that the staff 
appointed to the training institutions run by the government should be 
given proper guidance regarding the manner in which such training 
should be imparted. Special short-term courses may be organised in 
conjuction with one of the universities in Rajasthan, or with institutions 
of the nature of the Indian Institute of Public Administration, for the 
training of such staff members from time to time. The quality of 
instruction at the training institutions is likely to improve as a result of 
adoption of this measure. 

5.11 PERSONNEL EFFICIENCY 

5.11.1 Chances for promotion in the service careers of government 
servants are likely to relapse into routine effort or even become indifferent 
devised to provide adequate incentives and deterrents to ensure that 
government servants at all times are encouraged to put in their best ^ort. 

5.11.2 In a system which does not provide for this, government 
servants are likely to relapse into routine effort or even become indifferent 
to their work when chances of promotion are not imminent. Government 
should, therefore, devise procedures for the periodic evaluation of the 
^ork of government swvants, providing adequate- encouragement’ td those 
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wlio work well and pulling up those whose work is below the average. 
The following recommendations are made in this respect:— 

5.11.3 (i) Incentives :—If a government servant gets ‘outstanding 
entries for three years continuously in his confidential reports, he should 
be given one advance grade increment with cumulative effect. 

5.11.4 If a person gets ‘very good’ entries in five annual confiden¬ 
tial reports over a span of seven years, he may be given one advance grade 
increment. 

5.11.5 Grant of advance increments in the above manner will not 
prevent him from getting further advance increments subsequently if he 
gets three consecutive ‘outstanding’ entries or five out of seven ‘very 
good’ entries in future years. However, the entries once taken into con¬ 
sideration for the gtant of advance increments will not be considered 
again for this purpose. 

5.11.6 (ii) Punishment.—Apart from specific punishments which 
may be meted out for specific defaults or poor work, it is recommended 
that if a person gets ‘very poor’ entries in his confidential reports for 
three years out of five, his grade increment should be automatically 
stopped without cumulative effect till he earns a satisfactory report. 

5.11.7 Similarly, every five out of seven ‘poor’ entries should 
result in the withholding of one grade increment without cumulative 
effect. 

5.11.8 The procedure prescribed in the Rajasthan Civil Services 
(Classification, Control and Appeal) Rules should be followed for enqui¬ 
ries in such cases, but it should be incumbent on the disciplinary anthori- 
ties to call for the explanation of the defaulting govenunent servants 
who become due for punishment as a result of these recommendations and, 
after necessary inquiries in the matter, if they do not impose the penalty 
of withholding one grade increment as suggested above, they should send 
a copy of their orders explaining the reasons for not punishing the officials 
concerned to the reviewing authorities who should consider the matter and 
take appropriate decisions. 

5.11.9 In the implementation of the above recommendations [item.s 
(i) and (ii)] regarding incentives and punishments, the following may 
be kept in view:— 

(a) Once entries in the confidential reports have been taken 

into consideration for this purpose and rewanis or punishments 
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have been awarded, they should not be taken into consideration 
again and future computations should be based only on the entries 
earned in subsequent years. 

(b) Apart from recording detailed observations in the pres¬ 
cribed forms for annual confidential reports, the reporting officers 
should also be required to categorise the government servants 
being reported on as ‘outstanding’, ‘very good’, ‘good’, ‘average’, 
‘poor’ or ‘very poor’. ‘Outstanding’, ‘very good’, ‘poor’ or 
‘very poor’ entries should be generally endorsed by the next 
authorities senior to the reporting officers before cognizance is 
taken of them in the manner suggested above, thus eliminate 
personal bias to a considerable extent. 

(c) The evaluation of annual confidential reports for this 
purpose should be done annually by the departmental promotion 
committees regarding which recommendations have been made 
separately. The authority competent to sanction advance incre¬ 
ments in this manner should be the appointing authority, but he 
should do so on the recommendations of the departmental 
promotion committee. 

(d) An opportunity should be given to the government servant 
adversely reported upon to represent against the remarks and his 
rating to the officer next higher than the officer awarding the entry 
and his decision in the matter should be treated as final. 

5.11.10 (iii) Compulsory Retirement .—The rules at present provide 
for the compulsory retirement of government servants who have put in 
twenty-five years of qualifying service and who are considered to be below 
average. While security in government service is essential and should 
be guaranteed to the extent possible, it is equally important for the govern¬ 
ment to ensure that those who are not able to deliver the goods are not 
permitted to continue In government service beyond a certain period. 
If, after twenty-five years of service, a government servant is still not in 
a position to reach the desired level of efficiency, there should he no hesi¬ 
tation in retiring him prematurely on full pension. This will enable the 
government to obtain the services of better qualified hands. It is, 
therefore, recommended that the procedure for compulsory retirement 
should be extended to the subordinate, ministerial and Qassi IV services. 
In order to rationalise the method adopted to weed out inefficient hands 
in this manner, it is recommended that those who get sixty marks or less 
in the assessment of their annual confidential reports, after they have 
put in twenty-five years of service or at a later stage, should be 
compulsorily retired. 



Ill 


a'cn'd’al confidential reports. 

5.12.1 The manner in which the performance of a government 
servant is judged and his merit evaluated is perhaps the most important 
single factor bearing upon his morale., Systems which are devised for 
carrying out such assessments should therefore be of a nature which 
inspire confidence and result in fair dealing. It is more or less a umversal 
practice to evaluate the work of a government servant on the basis of the 
reports of his superiors, who have intimate knowledge of has ability and 
method of working. This is perhaps the best alternative available, but 
it is essentially prone to the errors of human judgement. The relationship 
between the reporting officer and the officer reported upon, the keenness 
with which the reporting officer watches the work of his subordinates and 
his personal attitudes and, what may be termed as idiosyncracies, do 
influence, to some extent, his assessment of the work of his subordinates. 
It is extremely difficult to completely eliminate these subjective factors in 
the present system of assessment, but a determined effort must be made 
to reduce the play of these factors to the minimum and introduce the 
maximum amount of objectivity in reporting. Strict instructions to this 
effect should be issued to all reporting officers and incorporated as a note in 
the forms of the confidential reports. The officers senior to the reporting 
officer have a significant role to play in introducing greater objectivity and 
in the elimination of personal factors in the recording of annual 
confidential reports. When they review the remarks recorded by the 
reporting officers, they should ensure that these entail a fair and objective 
assessment of the work of the government servants and any biased or 
erroneous remarks should be promptly corrected. The adverse remarks 
should be particularly examined and the-views of the reporting officers 
recorded with regard to them. 

5.12.2 The forms of the annual confidential reports should be 
such as bring out, as clearly and comprehensively as possible, the merits 
and nature of performance of a government servant. It is felt that the 
present forms are not sufficiently elaborate for this purpose and do not 
cover all aspects which should receive attention in this respect. Revised 
forms for the recording of annual confidential reports have, therefore, been 
suggested at Appendix XVIII. It is hoped that with the adoption of these 
forms, the assessment will be more objective and detailed. 

5.12.3 It has already been recommended that wherever possible 
specific annual targets should be prescribed for officers to achieve. In 
order to determine the extent to which the task assigned to the officers 
concerned have been attended to by them, their supervising officers should 
maintain an ephemeral roll for each officer under them in which the targets 
and the extent to which he has been able to achieve them should be 
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periodically noted. In addition, other remarks regarding instances of 
pjort'icularly good work or sub-standard work should also be noted. Remarks 
regarding the performance of the officer in his annual confidential report 
should be based, as far as possible, on this performance record to make 
the assessment objective and justifiable. It should be possible to maintain 
performance records for all officers other than those who are engaged 
in the Secretariat, in teaching, research or those who are working as 
District Collectors or as assistants to Heads of Departments and other 
officers. Even in these cases, to some extent, performance can be judged 
in terms of physical work done. 

5.12.4 Apart from the exceptions indicated above, if any 
administrative department feels that it would not be possible to maintain 
performance records for any class of government servants in the state 
and subordinate services working in the department, the proposal should 
be put up for approval to the Chief Minister through the Chief Secretary 
to ensure that uniformity is maintained in this respect and wherever 
possible performance records are prescribed. 

5.12.5 Before the annual confidential report is drawn up in respect 
of a government servant, he should be requested to prepare a note 
highlighting the important items of work done by him in the course of 
the year and the extent to which he has been able to achieve the targets 
assigned to him toge‘'her with reasons for sJhortfalls if any. The 
reporting officer could then offer his comments with regard to the facts 
mentioned in this note, and also on other relevant points touching upon 
the physical as well as qualitative aspects of the work done by the officer 
concerned. This note, together with the comments of the reporting 
officer, should form an integral part of the annual confidential report of 
the officer concerned and should be taken into consideration when the 
confidential reports are evaluated for various purposes. 

.5-. 12,6 It is essential that all remediable defects noticed in a 
government servant should be immediately brought to his notice and with 
this end in view all such adverse remarks recorded in his annual confi¬ 
dential reports should he communicated to him in writing. 

5.12.7 In this connection the following recommendations are 
made:— 

(a) When an adverse entry Is recorded in the annual confidential 
report relating to a remediable defect, it should be communi¬ 
cated to the government servant concerned, but while doing 
so, the substance of the entire report, including what may have 
been said in his favour, should also be communicated. 
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(b) Where the report of a government servant shows that he has 
made an effort to remedy or overcome defects mentioned in 
the preceding report, the fact should be communicated to the 
officer in a suitable form and copy of such communication 
appended with his confidential report. This is important to 
provide necessary encouragement to government servants, who 
are making a conscious effort to overcome their defects and 
shortcomings. 

(c) If any mention is made in the general remarks regarding out¬ 
standing or notable work done by the government servant in 
the course of the year, these remarks should also be communi¬ 
cated to the government servant concerned, so as to give him 
the satisfaction that his efforts have been recognised. 

5.12.8 Although specific government orders exist on the subject, 
it appears that some appointing authorities are not communicating adverse 
remarks regularly to the government servants concerned. There should 
be a ‘Confidential Cell’ in the office of each appointing authority where 
the annual confidential reports of all government servants appointed by 
him should be kept. It should be the function of this cell that an up-to- 
date list of the postings of all government servants is maintained by the 
appointing authority and to ensure that their confidential reports are 
received by the 15th of May following the year to which +hey relate. 
Defaults should be brought to the personal notice of the appointing 
authority who should ensure that these reports are procured without any 
delay. All adverse remarks should thereafter be communicated under the 
signatures of the appointing authority to the government servants 
concerned before 30th June. Certificates should be sent by all adminis¬ 
trative departments of the government and Heads of Departments to the 
effect that they have communicated adverse remarks to the government 
.servants against whom these were recorded for the preceding year to the 
Appointments Department by 15th July. Subordinate appointing autho¬ 
rities should send similar certificates to their respective Heads of Depart¬ 
ments according to the same schedule. The Appointments Department 
should watch the compliance of these instructions. The principle that any 
adverse remarks pointing out a remediable defect should not be taken into 
consideration for any purpose unless it has been communicated in writing 
to the government servant concerned, should be uniformly adopted. 

5.13 DISCIPLINE. 

5.13.1 Although the reasons for indiscipline amongst government 
servants, wherever it exists, cover a wider canvass, the Immediate causes 
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may be summed up as follows;-— 

1. Outside interference in the normal working of the government 
machinery. 

2. Adopting procedures which minimise the authority and control 
of the officers immediately responsible for supervision over the 
work of government servants. This involves issue of orders 
by higher authorities without taking the immediate supervisory 
officer into confidence and encouragement given by higher 
authorities to government servants to approach them other than 
through the normal prescribed channels for redress of difficulties 
or grant of favours. 

3. Lack of fear of punishment generated partly through the lengthy 
procedures necessary for taking disciplinary action, partly 
through the hesitation on the part of the supervisory authorities 
to take action for ordinary defaults, and also in part due to 
the ‘support’ promised to the government servants by various 
influential persons. 

5.13.2 The maintenance of discipline in the services contributes 
substantially to the efficiency of governmental functioning and any action 
which tends to minimise discipline must be scrupulously avoided. It is 
in the light of these considerations that in the revised forms suggested for 
the preparation of annual confidential reports, discipline has been included 
as a separate item for reporting. It goes without saying that serious cases 
of indisciplined action should be promptly taken cognizance of and 
strictly dealt with. 

5.13.3 Disciplinary proceedings are semi-judicial in nature and 
should be treated with the requisite sanctity. The immediate super¬ 
visory officers should be delegated adequate powers of discipline and 
control over those who arc working under them. Detailed recommenda¬ 
tions have been made in this connection in Chapter VI. At the same 
time it should be ensured that all the disciplinary cases are dealt with 
on a priority basis by all officers, as apart from administrative consi¬ 
derations, it is undesirable to keep a government servant in suspense in 
disciplinary matters for unduly long as this is likely to detract from his 
efficiency. The cases of government servants placed under suspension 
specially be dealt with promptly. 

5.13.4 All disciplinary authorities should send a quarterly 
statement to the Heads of Departments concerned and in cases where 
the Heads of Departments are themselves disciplinary authorities to the 



115 


administrative departments of the government once every quarter in the 
proforma indicated at Appendix XIX. Even in cases of disciplinary 
action taken by subordinate authorities, a six monthly review should be 
sent by the Heads of Departments to the administrative departments of 
the government for their information. These statements should be put 
up to the Secretary of the administrative department and the Minister- 
in-charge, for proper orders. The progress of disciplinary cases should 
be reviewed in all periodical meetings of departmental officers and in 
meetings of Heads of Departments with the Secretaries to the Govern¬ 
ment. 

5.13.5 It has been noticed that in a number of cases disciplinary 
authorities do not follow the prescribed procedures on departmental 
enquiries with the result that either the enquiries have to be started 
de novo oi the proceedings are declared null and void by judicial courts, 
thus making the whole action futile. Although detailed instructions 
had been issued by the government in the matter even earlier, such 
defaults persist. Government have recently published a booklet con¬ 
taining instructions relating to the conduct of disciplinary proceedings. 
The Heads of Departments should ensure that disciplinary authorities 
under them receive a copy of this booklet and that procedural irregu¬ 
larities in departmental enquiries are strictly avoided. 

5.13.6 Departmental enquiries against officers of the slate 
services are conducted by the Commissioner, Departmental Enquiries. 
It would be desirable to appoint separate officers for condjjcting depart¬ 
mental enquiries against the personnel of the subordinate and minis¬ 
terial services also in all cases where major punishments are proposed 
to be imposed on them. The appointment of a special officer for this 
purpose would ensure that the prescribed procedures are carefully 
followed in the conduct of such enquiries, that the defaulting government 
servants have confidence that the enquiries have been conducted with 
due impartiality and would also relieve departmental officers of some 
wgrkload and allow them more time to devote to other important duties. 
It is, therefore, recommended that three officers in the senior grade of 
the Rajasthan Administrative Service should be appointed for each of 
the regions in the State to conduct all disciplinary proceedings against 
the personnel of the subordinate and ministerial services in all cases 
where it is desired by the disciplinary authority to impose major punish¬ 
ments on them. The functions of this officer should be— 

(i) To vet the draft charge-sheet prepared by the disciplinary 

authority. (For this purpose the draft charge-sheet together with 

the relevant file and aU connected papers should be sent to the 

Regional Officer for Departmental Enquiries. 
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(ii) On receipt of the explanation of the defaulting official, 
to conduct the departmental enquiry according to rules and send 
his findings to the disciplinary authority for the issue of final 
orders. If it is proposed to inflict a major punishment on the 
defaulting government servant, the regional departmental enquiry 
officer should also send a draft show-cause notice under article 311 
of the Constitution of India, along with his report to the disciplis 
nary authority. If the disciplinary authority agrees with the 
findings of the enquiry officer, he should sign the show-cause 
notice and serve it on the defaulting official and after considering 
his explanation, issue final orders in the matter. Copies of the 
final orders issued in such cases by the disciplinary authorities 
should be endorsed to— 

(a) the reviewing authority along with the copy of the 
report of the Enquiry Officer, 

(b) the Enquiry Officer. 

5.13.7 In all cases where the Enquiry Officer feels that the orders 
issued by the disciplinary authority need modification, be should be 
authorised to make a reference accordingly to the next higher authority 
who should take a final decision in the matter according to rules. 

5.13.8 The Regional Departmental Enquiry Officers should be 
under the administrative control of the Commissioner for Departmental 
Enquiries. 

5.13.9 Appeals in Departmental Enquiries .—At present, according 
to the Rajasthan Civil Services (Classification Control and Appeal) Rules 
all government servants, other than those of the Class IV service, arc 
permitted a final appeal to the State Government against all orders 
imposing major punishments on them. In all such cases the State 
Government has necessarily to consult the Public Service Commission and 
this procedure not only results in considerable delay in the disposal of 
such cases but also considerably adds to the work of the Secretariat. 
There is no reason why the supervisory authorities in the departmental 
hierachy should net be in a position to mete out justice to government 
servants in disciplinary cases. They must be trusted to do so. It is, 
therefore, recommended that only two appeals should be permitted to 
governmen"^ servant upon whom major punishments have been imposed, 
to the next two higher authorities to the officer competent to impose tlie 
punishments and a final appeal need not necessarily lie to the govern¬ 
ment, unless the competent authority or the next hi^er auhority in any 
case is the Head of Department himself. Recommendations have been 
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made in chapter III-C of this report for the constitution of Administrative 
Tribunals. Once these tribunals are constituted, such appeals as continue 
to lie at present to the State Government may be transferred to the 
Tribunals and their decision should be treated as final. It has also been 
recommended that till separate Administrative Tribunals are constitut¬ 
ed, the Board of Revenue may be treated as the Administrative Tribunal 
for certain purposes, including hearing of appeals in disciplinary cases. 

5.14 Prevention of corruption 

5.14.1 The question of corruption in public services has been 
widely discussed and several measures: have been taken in the past to 
mininnse it. Integrity is essentially a human quality and linked with th: 
character of a person. If the right values are inculcated in a human 
being from his very childhood at home and in his educational institutions, 
there is every likelihood of his behaving in an upright manner in future 
life. In the long run, therefore, processes will have to be devised to 
ensure that adequate emphasis is laid on character building in our 
educational institutions and homes. However, when a person enters 
govegiment service, he is in a position to use or misuse power and as such 
the essential features of his character are naturally displayed in bolder 
relief. Adequate checksi and safeguards should, therefore, be applied to 
ensure that, firstly, he is not placed in position where there is a strong 
temptation for him to give vent to his weakness, and secondly, if he 
docs so, effective steps are taken to prevent him from doing so in future. 
All supervisory officers should undertake periodical surprise visits and 
inspections and should particularly check the work of the officials entrusted 
with duties of the nature described above, 

5.14.2 The following recommendations are made regarding the 
prevention of corruption:— 

5.14.3 An effort should be made to create right values in the 
government servants during the training period and in the initial years 
of their service. Adequate emphasis should be given to straightforward 
and upright behaviour by officers with whom the new entrants are 
attached during the training period or under whom they work in the 
initial years of their service. 

5.14.4 Supervisory officers should be requested to keep a strict 
watch on the integrity of their subordinates, specially those who occupy 
positions which provide opportunities for corrupt practices. For all 
officials dealing directly with public, clear and well defined instructions 
should be issued by the Heads of Departments and offices regarding the 
manner in which they should behave and conduct their business. The 
immediate supervilsory officer should keep a careful watch on the manner 
in which such officials discharge their duties. 
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5.14.5 Proper arrangements should be made in all government 
oflSoes having public dealings for the reception of the members of the 
public, the hearing of their suggestions and grievances or the receipt of 
their applications, so that there is no scope for subordinate officials to 
resort to corrupt practices while attending to them. 

5.14^6 Procedures in all matters relating to the public should be 
clearly defined and should not be amenable to changes or modifications 
at the will of the official dealing with the public. The strict enforce¬ 
ment of these procedures should be direct responsibility of the super¬ 
visory officers. 

5.14.7 Delays in the disposal of business often lead to coiTuption, 
as people who wish to get their work expedited some times have to offer 
pecuniary incentives for the purpose. All Heads of offices should, there¬ 
fore, ensure that no undue delay takes place in their offices, specially 
in matters with which the public is directly concerned and serious 
cases of delay should result in prompt remedial action. 

5.14.8 As far as possible, officials of proved integrity should be 
appointed to posts where chances of misuse of authority to be defined by 
corruption are greater. Such posts should be defined by each Head of 
Department with respect to his own department and confidentially 
communicated to all supervisory officers. All supervisory officers should 
send an annual report to the Head of Department concerned indicating 
that they have satisfied themselves that all officials posted in the course 
cf the year to the posts in question were of proved integrity. Under no 
circumstances should officials whose integrity is doubtful be placed in such 
positions. 

5.14.9 Public complaint boxes should be introduced in all govern¬ 
ment offices having substantial public dealings. Detailed recommenda¬ 
tions have been made in this respect in the chapter on Public Relations. 

5.14.10 There should be a vigilance organisation attached to all 
Heads of such departments as have considerable public dealings. The 
functions of this organisation should be:— 

(a) To devise procedures for the internal working of the 
department which would ensure that the incidence of corruption 
or opportunities for the misuse of authority are minimis ed. 

(b) To look into all cases of unnecessary delay in the disposal 
of cases or the misuse of power in the Department and to enquire 
into specific complaints of corruption. 



119 


5.14.11 The officer incharge of this organisation should be of the 
rank of the Deputy Head of Department and he should discharge this 
function in addition to his normal duties as this would not be a whole-time 
job. In cases where the work load of this nature is particularly heavy, 
be should be assisted by some nucleus sitafE which may be inspectorial, 
minis terial or technical in nature according to requirements in each case. 
This organisation should maintain adequate liaison with the Anti- 
Corruption Department for all matters relating to corruption. 

5.14.12 Any complaint regarding corruption or serious misuse of 
power received by the District Collectors against non-gazetted govern¬ 
ment servants serving in the district may be got enquired into by him, 
and if he is satisfied that a prima facie case of corruption Is made out, 
he should' forward the case to the Anti-Corruption Department for 
further necessary action. If he feels that only departmental action 
should be taken in the matter, he may refer the case to the dqrartmental 
officer exercising authority. This, however, will not, in any way, detract 
from the authority of the departmental officers in enquiring into such 
complaints themselves. Further recommendations have been made in this 
connection in Chapter X. 

5.14.13 The State Anti-Corruption Board should primarily concern 
itself with the following functions:— 

(i> Periodical reviews of the progress regarding the anti¬ 
corruption measures adopted by the State Government and 
suggestion of improvements in these. 

(ii) Review of the action taken by various departments to 
minimise corruption and satisfy themselves that these were 
appropriate. 

^ (iii) Review of the functioning of the Anti-Corruption Depart¬ 
ment and the work done by it. 

5.14.14 In no case should the Board examine cases of departmental 
enquiries relating to corruption before final orders are passed by the 
government or the competent authority. Action taken in such cases could, 
however, be reviewed by the Board subsequently to ensure that these were 
adequate and it may make recommendations to the government in 
this respect. 

5.14d5 While it is essential that corruption amongst government 
servants should be effectively checked, it Is also important to ensure that 
adequate precautions are taken to prevent the harassment of honest and 
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straightforward government servants by interested parties through false 
complaints. Complaints regarding corruption are particularly delicate in 
that they reflect on the character of the government servant concerned. 
Before formal enquiries are made regarding complaints of corruption, it 
should be ensured through confidential enquiries that a prima facie case 
is made out. The signed statement of the complainant should invariably 
be taken in all such cases, and in case it is proved subsequently that the 
complaint was false or malicious, the complainant should invariably be 
criminally prosecuted, unless there is a possibility of the complaint being 
correct and it is not proved for want of evidence. Whenever officers of 
the Anti-Corruption Department make enquiries against government 
servants, to the extent possible, the departmental officer under whom he 
is serving should be taken into confidence. In enquiries against officers 
of the State or Subordinate services, the Collector of the district should 
also, as far as possible, be taken into confidence. 

5.15 SUPERANNUATION, RE-EMPLOYMLNT AND EXTENSION IN SERVICE. 

5 . 15 . 1 I In view of the fact that the State Government have decided 
to extend the superannuation age of all government servants from 55 to 58 
years, re-employment or extension in service beyond this age should not 
normally be given, unless the post in question requires special qualifica¬ 
tions or experience and no government servant in the cadre eligible 
for appointment to the post possesses these. Under no circumstances 
should re-employment or extension in service be allowed against non¬ 
technical cadre posts. 

5.15.2 There should be a screening of government servants before 
they attain fhe age of 55 years and those who, on the basis of the assess¬ 
ment of their annual confidential reports, are rated as below average, i.e. 
they do not obtain 62^ marks out of 75 in the evaluation of their 
confidential reports, should be retired from government service by giving 
them the prescribed notice. All those who are average or above average, 
i.e. those who obtain 62)4 marks or more out of 75 in the evaluation of 
their confidential reports should be permitted to continue automatically 
in government service up to the age of 58 years. 

5.16 LEAVE. 

5.16.1 The Government have already delegated powers to grant 
leave, other than special disability or study leave, to district level officers 
for an gazetted officers subordinate to them. All Heads of offices have 
been delegated powers to grant leave up to two months to members of the 
subordinate, ministerial and Class IV services. As far as the district 
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level officers are concerned, the powers already delegated are quite 
adequate. However, the same powers should be delegated to Heads of 
Departments and Deputy Heads of Departments with respect to all 
gazetted officers serving under thenr. 

5.16.2 At present, for a number of services, no provision has been 
made for leave reserve. For some services there are neither any leave 
nor any training reserves. The work of the government servants in these 
services natiirally suffers during their absence on leave or trahiing. In 
some cases it becomes difficult to deal with arrears if the government 
servants are away for a fairly long time. The provision of a certain 
minimum of leave and training reserves is essential, so that arrangements 
for the disposal of work in the absence of government servants in these 
contingencies may be made. In order to limit the financial liability on 
this account to the very minimum, it is recommended that such leave 
reserves should be sanctioned in accordance with the following restricted 
scale: 

(i) Where the cadre strength is below 200—Five per cent of 
the cadre strength. 

(ii) Where the cadre strength exceeds 200—Five per cent of 
the cadre strength for the first 200, plus two per cent of the 
additional cadre strength. 

5.16.3 Although the number of reserves may not prove to be 
adequate some times to enable officiating arrangements to be made in all 
leave or training vacancies, at least the more important of these posts can 
be filled up. 

5.16.4 Study Leave .—Study leave is at present permitted to only 
those government servants occupying certain technical posts, v^ho have 
been substantively selected and put in five years of approved service. The 
Committee feels that higher studies are not only advantageous to the 
government servants concerned but also to the State Government in that 
the knowledge and efficiency of the government servant who undertakes 
higher studies is certain to improve as a result thereof. It is, therefore, 
recommended that the rules for study leave should be suitably liberalised. 
It should be allowed to government servants holding non-technical posts 
and also to those who have put in less than five years of qualifying perma¬ 
nent service provided they have been regularly recruited accorffing to 
the rules and they undertake to seawe the State Government for at least 
five years, and in default thereof to re-imburse the government the salary 
received by them during the period of such study leave. The first recom¬ 
mendation has been made because government servants occupying 
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administrative or general posts are also likely to improve their perfor¬ 
mance after undertaking higher studies and, therefore, should be given an 
opportunity to do so; the second recommendation has been made in view 
of the fact that government servants naturally wish to undertake higher 
studies when they are still young and the knowledge imbibed in the 
educational institutions is still fresh in their minds. 

5.16.5 For the same reasons as for study leave, it is recommended 
that a larger number of government servants should be permitted to 
execute higher studies while in government service. Government have 
already issued orders to the effect that five per cent of the government 
servants belonging to any cadre may be permitted to undertake higher 
studies up to the graduation stage. It is recommended that this per¬ 
centage should be raised to twenty, and even post-graduate studies may 
be permitted to be executed, provided the government servants concerned 
undertake to attend office regularly and do not demand leave for prepara¬ 
tion for the examinations. Such permisaon should, of course, only be 
granted by the Heads of offices concerned after they are satisfied that 
this will not dislocate normal working of their offices. 

5.17 WELFARE OF SERVICES. 

5.17.1 Due consideration should be given to the welfare of 
government servants, not only by the government, but the immediate 
officers, who supervise the work of government servants. An effort should 
be made to understand the difficulties of the government servants and to 
remove them, in both official and personal matters. All government 
servants should be encouraged to make suggestions for the improvement 
of the administration, specially in the spheres in which they are engaged 
and due consideration should be given to these suggestions. Special 
suggestions made by government servants, in cases where particularly 
useful suggestions are made, should be suitably rewarded either through 
the award of advance increments, cash prizes, honoraria or issue of special 
certificates. Such suggestions could be of the following nature:— 

(i) Those which result in significant improvement in adminis¬ 
trative procedures, 

(ii> Those which result in substantial economy to the State 
Government or which lead to effective plugging of leakages or 
improvements in its revenues, 

(iii) Those which contribute to a considerable degree of 
improvement in technical efficiency of government departments. 
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5.17.2 Th« farernmoR nwn almffy taten • «nAb« ti Nipt it 
provide facilities and concessions to its employees. Kwpmg ts view the 
existing arrangements, the following recommendations are made regarding 
further action which may be taken in the matter:— 

5.17.3 (i) Medical Focilt/ies.'—In addition to the Immediate 
members of the family of the government servants, the foUowiag ^dsmld 
also be treated as members of their family for purpoKs ef peevirfaB. at 
free medical facilities according to rules:— 

(a) Parents of government servants, who are wholly dependeni 
on them and have no other source of income, 

(b) Widowed sisters or daughters, who live permanently wtfh 
the government servants and are wholly dependent on them. 

5.17.4 (ii) Travelling Allowance .—Upon retirement, the govnm* 
ment servants should be given travelling allowance for the jouneys hom 
their last places of posting to their permanent residence at the normal 
transfer travelling allowance rates. Such travelling allowance billa may 
be permitted to be drawn in advance with the approval of their immediate 
superior authorities. 

5.17.5 (iii) Organisation of Co-operative Societies of government 
servants:—In some places where a large number of government servants 
ve posted, co-operative societies have been organised for limited purposes. 
It is recommended that the organisation of such co-operative aocietiaa 
should be encouraged on a wider basis. These co-operatives aoay 
discharge the following functions:-^ 

Ca) Advance credit for approved purposes, 

(b> Operate consumers* stores and canteema 

(c) Organise savings schemes, 

(d) Raise benevolent funds for the membera> 

(e) Organise welfare and recreational activities, andi 1 % 
service clubs, libraries, reading rooms etc. 

5.17.6 Government i^ould also participate in the share capital of 
the co-operatives on a matching basis. As far as possible, government 
should make the following facilities available to such co-operatives free 
<rf coat:— 


(a) Bttildifigi far cutNQA iluH n«41if 
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O^'MMtiDg tlM pay of nuoagera of the co*Of)«rativ« soelo^lea 
and the canteens on a tapering basis for a period of three to five 
yeara, within which period these soeietias should beeome financially 
more viable. 

5.17.7 Departments of the government which employ a large 
number of work-charge staff and labour should organise adequate labour 
welfare activities and the Labour Department should rendsr suitaUe 
assistance in this matter. 

5.17.8 Service associations already exist for a number of services 
in the State, and for the Secretariat, a S aff Council on the lines of the 
Whitley Councils in the United Kingdom has also been functioning for 
some years. The Government of India have recently constituted a high- 
powered committee to consider this matter in detail. The recommenda¬ 
tions of that committee may be considered by the State Government when 
their report has been finalised. 
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ADMINISTRATIVE PROCEDURES 

6.1.0 The procedures devisel for the di^xossl of governmeat 
business have considerable bearing on the efficiency with which the work 
is done in government offices and department*. In effect, it is die sum 
total of the quality of pnsonnel engaged in public service and the 
procedures devised for the transaction of work, wWch determine the 
efficiency of an executive organisation of the government. Of late, 
considerable research has been done in several countries regarding the 
techniques of office management and administration. “Organisation and 
Methods” or “Organisation and ManagemeHt” as it is variously termed, 
has become a regular science daiming the attention of number of research 
workers and administrators. 

6.1.1 The Government of Rajasthan constituted an Organisation 
and Methods Division directly under the Chief Secretary’s control in the 
year 1955. This organisation has made substantial contribution to the 
improvement of administrative procedures in the State in the years that 
followed, A note has been appended to this report indicating in brief the 
functions and work done by this orgamsation so far. The Committee’s 
recommendations will naturally supplemoit what has already been done 
in the field of office administration and the reforms already introduced in 
this field have been taken cognizanoe of and have not been repealed. 

6.1.2 The following recommendations are made:— 

6.2 DEPARTMENTS. MANUALS 

6.2.1 In order to ensure that government searvants discharge their 
duties efficiently and with confidence, it is essential that they should 
know what exactly is required of them, their own functions and those of 
others directly related in the official hierarchy and tite procedures to be 
followed regarding the disposal of business. For this purpose, the 
framing of departmental manuals is indii^nsable. Some time back, 
government had issued instructions to all departments requesting them 
to prepare their manuals without any delay. However, it is observed that 
a number of departments are Still functioning without regular manuals 
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and, in some cases, the manuals had been prepared long back and have 
now become outmoded. The Committee would like to emphasize the 
great need for the preparation of departmental manuals with the least 
possible delay. For this purpose, some Heads of Departments indicated 
that the publication of the manual was delayed as considerable time was 
taken in the Secretariat for its examination. In view of the fact that 
the manual is merely a collection of instructions already issued by the 
government from time to time and docs not involve the issue of original 
orders on any point apart from routine procedural matters, the preparation 
of the manual^ should be largely left to the Heads of Departments 
concerned. It should be their responsibility to obtain the orders of the 
government on any of the fresh instructions sought to be included in the 
manual. The Heads of Departments should also ensure that the manual 
contains all the general instructions issued by the Organisation and 
Methods Division regarding office procedure. Once the manuals are 
prepared in this manner by the Heads of Departments, examination in 
the Secretariat should not take more than three months. It would be 
preferable if important instructions in the manuals are discussed at 
personal level by the Secretary of the administrative department, a 
representative of the Organisation and Methods Division and the Head of 
the Department concerned to expedite matters. Fairly emphatic instruc¬ 
tions have already been issued by the Government from time to time for 
the preparation of departmental manuals. Although some progress has 
been made, a number of departments are still working without regular 
manuals. It is very important to ensure that all departments prepare 
their manuals with the least possible delay. It is, therefore, recommended 
that the Chief Secretary should take upon himself the task of ensuring 
that due importance is given to this work by all government departments. 
Till the manuals are prepared, he may call for monthly progress reports 
from the departments concerned. In departments which are preparing 
the manual afresh, or in which the manual has to be revised very 
considerably, one of the officers of the department of the rank of a 
Deputy Head of Department should be exclusively spared for this work 
for two to three months, so that the work is completed expeditiously. 
In important departments, where no officer can be spared in the manner 
suggested, an Officer on Special Duty may be appointed for three to six 
months to attend to this work. In any case, government should ensure 
that all departments have regular up-to-date manuals within a period 
of six months or so. 


6.2.2 In the introductory part of these manuals a brief indication 
should be given regarding the responsibilities of the department in 
relation to the people and the other departments of the government and 
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the role of the department as a part of the over-all functioning of the 
State Government. 


6.3 DISTRIBUTION OF WORK 

6.3.1 All Secretaries to the Government and Heads of Depart¬ 
ments should immediately ensure that all officers of the status of Heads 
of Offices and above have issued detailed instructions regarding the 
assignment of duties to all government servants working under them. 
While distributing work amongst the officers and the staff, it should be 
ensured that such distribution is even and commensurate with the 
qualifications, training and experience of the government servants 
concerned. Uneven distribution of work as well as the assignment of 
duties which cannot be adequately discharged by a government servant 
because of his not possessing the requisite qualifications, training or 
experience, often detract from the quality of the work done and usually 
lead to delays in the disposal of business. 

6.3.2 In particular, it is recommended that when Additional Heads 
of Departments are appointed, as distinct, from Joint or Deputy Heads of 
Departments, the Heads of Departments concerned should divide the 
work suitably between themselves and the Additional Heads of Depart¬ 
ments and the work assigned to the Additional Heads of Departments 
should normally be finally disposed of by them and should not be referred 
to the Heads of Departments. Of course, the Additional Head of 
Department should keep the Head of Department informed regarding 
important decisions and statistics relating to the work dealt with by him. 
Only in this manner will substantial relief be available to the Heads of 
Departments. 


6.4 DELEGATION OF POWERS 

6.4.1 In this age of ever-increasing specialisation and the pro¬ 
gressive involvement of the government in a wide range of activities 
encompassing not only administrative matters but also sizeable tasks of 
economic and social development, it has become extremely necessary 
to develop a corporate spirit in all governmental organisations. Even 
in normal times, it is desirable that senior officers should encourage 
their subordinates to display initiative and take decisions on their own 
with confidence. This not only develops their stature and gives them 
maturity and confidence, but also helps to expedite the disposal of business. 
In the present circumstances, it has become, more or less, impossible for 
one man in any governmental organisation to concentrate the majority 
of powers and functions in himself. If there is a tendency to do so, it 
will only result in accumulation of work, delays in disposal, non-attention 
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to really importaxit issues which can be obscured in the maze of detailed 
activity, and also a hesitation on the part of subordinate officers to accept 
responsibility and act with confidence. At all levels of governmental 
functioning, therefore, there is an inevitable need for decentralisation of 
powers and functions. However, this has to be done keeping in view the 
neceijsity of ensuring that the quality of work does not degenerate and 
thosei to whom additional tasks are assigned in this manner are adequately 
qualified and experienced to discharge them. Proper training of staff 
at all levels is, therefore, a natural corollary to the process of delegation 
of authority. 

6.4.2 The guiding principles for delegation of powers should be;— 

(i) The man on the spot who is actually called upon to deliver 
the goods should be given adequate authority to enable him to 
take day-to-day decisions with regard to his work. It is only 
in cases which have no precedent or which are not covered properly 
under existing laws, rules or government orders that reference 
should be made by him to senior officers, 

(ii) All Heads of Offices must have adequate powers of control 
and discipline over the staff attached to them, 

(iii> Within the approved budget provisions, maximum 
discretion should be allowed to the Heads of Offices to utilise the 
funds placed at their disposal, 

(iv) Only such matters as require specialised knowledge, 
superior experience or involve a question of policy should be 
referred to the higher authorities for decision. 

6.4.3 Specific recommendations have been made in Appendix XXI, 
regarding the delegation of administrative and financial powers to the 
administrative departments of the government and Heads of Departments. 
With regard to the delegation of administrative and financial powers and 
powers in technical matters by the Heads of Departments to their 
regional and district level officers, it is recommended that the matter 
should be examined in detail by a committee comprising the following:— 

(i) Development Commissioner Chairman. 

(ii) Secretary of the Administrative Department Member. 

(iii> A representative of the Finance 
Department Member. 

(iv) Head of the Department concerned Member, 
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The Committee should also invite the views of regional and district 
level officers of the departments concerned before taking a final decision 
in the matter. The delegation of powers by the Heads of Departments to 
their field officers at various levels is as important, if not more, in 
ensuring speedy disposal of government business and effective action on 
the spot, as is the delegation from the government to the Heads of 
Departments. The Committee would like to en^hasize that this matter 
should be closely scrutinised and a certain degree of uniformity brought 
about in the delegation of powers to field officers in all departments of the 
government, commensurate, of course, with the qualifications, training 
and experience of the officers concerned. 

6.4.4 In brief, the following are the types of powers and functions 
which should be delegated to the lowest competent level possible:— 

(i) A recurring task or problem for which it is possible to 
establish a specific policy or action pattern for the guidance of the 
officers exercising the power; 

(ii) Dodsion in routine matters which require plain inter¬ 
pretation and application of laws, rules and government orders; 

(iii) Decisions in technical matters which the officer concerned 
Is qualified to take in view of his qualifications, training and 
experience; 

(iv) Adequate powers to utilise the budget provisions placed at 
the disposal of the subordinate c4!icers. 

6.4.5 The following concepts follow as natural corollaries to the 
principles of delegation and should, therefore, be given adequate 
emphasis and attention;— 

(i) The senior officers should ensure that the officers to whom 
powers are delegated do, in efl'ect, exercise these powers and do 
not make unnecessary references to higher levels. Whenever 
senior officers receive references in matters regarding which powers 
have been delegated to the subordinate officers, the papers should 
be returned to the officers competent to take decisions for disposal 
without any comments. This procedure will eliminate the 
tendency of making unnecessary rrferences upwards and avoiding 
the taking of decisions. It also follows from this premise that 
delegated authority should not normally be interfered with, unless 
the orders passed by the competent authority are patently irregular 
or incorrect and need rectification. 
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(ii) The senior officers should, throu^ a carefully devised 
pattern of inspections, through personal contacts and with the aid 
of periodical reports and returns, ensure that the officers to whom 
powers have been delegated exercise these powers judiciously and 
after careful deliberation, 

(iii) The senior officers should give adequate protection 
to their subordinates when they make legitimate mistakes within 
reasonable limits in the exercise of delegated authority, provided 
they are satisfied that the officers concerned have given adequate 
thought to the matter and exercised their best judgments. This 
will generate confidence amongst the junior officers. 

6.5 APPLICATIONS AND REPRESENTATlONJi—DISPOSAL OF 

6.5.1 Connected with the principle of delegation of powers is the 
question of entertaining applications and representations by higher 
authorities in matters in which discretion has been vested at lower levels. 
It i4 recommended that the following principles should be observed with 
regard to the disposal of applications and representations from members 
of the public in administrative matters:— 

(i) It will be incorrect for a senior officer to act upon any 
application or representation, unless it is of an emergent nature, 
until the officer who is competent to deal with it, has actually 
taken a decision on it, 

(ii> Unless it is otherwise provided in any of the rules framed 
by the government, appeals or representations in administrative 
matters against the decisions of the officer competent to deal with 
it. should be heard in the first instance, by an officer who is 
immediately superior to the officer dealing with it, and if he too 
upholds the decision of the junior officer, only one more appeal or 
representation should be allowed to the next senior officer. Under 
no circumstances should any such matter be dealt with by an 
officer who is more than two stages senior in rank above the- 
officer competent to deal with it. Of course, the higher authorities 
may call for factual reports regarding the action taken by the 
competent authorities in any such matter for their information, and 
if they feel that the decision is wrong or needs modification, they 
may issue necessary directions to the competent authority in the 
matter. In such cases the higher authorities need not channelise 
the applications or representations through the normal channels, as 
this results in considerable avoidable delay and unnecessarily 
increases the work in the intennediary offices, but may call for 
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reports <Jirectly -from the competent authoritiesi In all such cases 
the competent authorities should send their reports to the autho¬ 
rities who call for them through their next senior ofQcers. who may 
add their own comments in the matter if they so desire. 

6.5.2 This procedure will avoid multiplicity of unnecessary work 
at the higher levels and will introduce an element of regulation in the 
procedure that is followed regarding the disposal of government business. 
The above principles would apply even to applications or representations 
received in the Secretariat. The Secretariat should not seize itself of, 
any matter on the basis of an application or representation, unless the 
Head of Department has applied his mind to it and taken a decision. 
Normally, the principle of looking into the matters which are at the first 
instance, dealt with two stages below at the most, i.e., at the level of 
Deputy Heads of Departments only, should be followed even by the 
Secretariat. 

6.5.3 The overlooking of the proper channels of disposal of 
government business often tends to breed a sense of indiscipline amongest 
those dealing with the government This tendency must be strongly 
discouraged and the best method of doing so would be to follow the 
principles enumerated above. In order to standardise the procedure 
suggested above, it is suggested that the government may issue definite 
orders to all concerned to follow this procedure rigidly. 

6.5.4 In order to ensure that applications and representations 
from members of the public receive prompt attention, it is recommended 
that at the district and sub-divisional levels, special committees may be 
constituted comprising the Collector and the district level officer concerned 
in the former case, and the Sub-Divisional Officer and the sub-divisional 
level officer of the department concerned in the latter case, to review the 
position regarding the pending applications or representations and take 
appropriate steps for their early disposal. These committees should 
meet at least once every quarter. The meetings of the district level 
committees should be attended by the regional level officers of the depart¬ 
ment concerned and those of the sub-divisional level committees by the 
district level officers concerned atltest once in six months. The pro¬ 
ceedings of the district level committees should be endorsed to the regional 
level officers and those of the sub-divisional level committees to the 
Collectors and district level officers concerned. The position regarding 
pending applications or representations from the public should be care¬ 
fully examined by the senior officers whenever they inspect the work of 
their subordinate ofRcers. 
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6.5.5 In each government office having public dealings a special 
register should be kept with Office Superintcndent/Head Clerk, in which 
all £|>plicatiions or representations received from the public should 
be entered, and their progress watched till these are finally 

disposed of.. The pro forma for this register may be as indicated 
in Appendix XXII. Normally, applications from the public 

other than routine ones, should be received by a gazetted officer and not 
by any member of the ministerial staff. If the oflScer feels that an 
immediate decision can be taken in the matter, he may record his decision 
and intimate the same to the applicant on the spot. If he is not 
competent to take a final decision in the matter, he should refer the 
applicant to the competent authority. If the matter is one, which requires 
further examination, he should normally inform the applicant of the 
approximate time which will be taken in arriving at a decision in the 
matter. Normally, final decisions on such applications or representations 
should be communicated to the applicant by post. Detailed recommenda¬ 
tions regarding saleable forms have been made in the chapter dealing 
with public relations. If the applicant so desires, he can also be given a 
date on which he can be asked to come again to learn of the decision 
taken regarding his application. 

6.6 ELIMINATION OF PROCEDURAL DELAYS IN GOVERNMENT OFFICES. 

6.6.1 Considerable delays occur in government offices due to the 
observance of faulty procedures. The objective of good office procedure 
should be to ensure that a decision is taken as expeditiously as possible 
on all incoming papers. To ensure this, the following recommendations 
are made:—- 


6.7 (i) CONSTITUTION OF OFFICES. 

6.7.1 In order to expedite the taking of decisions, it is desirable 
that in any government organisation there should be more officers who 
actually take decisions and less of staff who are provided for assisting the 
officer in the examination of cases. In some offices it is observed that a 
paper passes through numerous levels before it is actually put up to ffie 
officer who is required to take the decision. Very often a large number of 
these levels are completely redundant and should be eliminated. Normally, 
after the dealing assistant has examined a paper under consideration and 
recorded his note, the case should not be seen by any other member of 
the ministerial staff (except perhaps the Office Superintendent/Section 
Officer for establishment matters) and, at the most, by one officer, before 
the paper is put up to the officer competent to take a decision in tite 
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matter. This procedure should be strictly followed in all government 
offices. 


6.7.2 Keeping in view the above recommendation^, it will be 
necessary to change the composition of the office units in a number of 
cases. Such changes would involve increase in the number of officers 
and reduction in the number of ministerial staff. The pattern should 
be so worked out that no substantial extra financial liability is incurred 
on this account. The Organisation & Methods Division of the Secretariat 
should immediately undertake a detailed examination of the staffing 
patterns of goviemment offices and should, in consultation with the 
administrative departments and Heads of Departments concerned, take 
necessary steps to revise the staff composition of all government offices 
in keeping with the above recommendations. 

6.7.3 It would probably be difficult to make substantial changes 
in the structure of offices of the lowest level where there is only one 
gazetted officer, who is himself the Head of the Office. Detailed 
recommendations have been made in chapter HI regarding the standard 
structural patterns for Secretariat departments and for the offices of 
Heads of Departments. The principles applicable to the offices of Heads 
of Departments may be extended, with suitable modifications, to subor¬ 
dinate departmental offices. 

6.7.4 In all offices where there are two or more gazetted officers, 
the subordinate officers may be designated as officers-in-charge of 
specific sections of the office and they should assist the Heads of 
Departments/Offices in the work done in these sections, in addition to 
their normal duties. The Heads of Departments/Offices may delegate 
suitable powers to the officers-in-charge to dispose of routine matters. 

6.8 (ii) OFFICE WORK. 

6.8.1 (a) Dak .—One simple expedient whjeh will introduce 
considerable efficiency in the disposal of government work is that the 
Heads of Departments/Offices should go through the papers received 
in the daily dak themselves. Since the Heads of Departments receive 
a large number of communications in dak, it would not be practicable 
for them to go through all the dak themselves daily. They may, there¬ 
fore, peruse the dak coming from higher or equivalent oflSces and demi- 
official letters received from subordinate offices and other sources. The 
other communications may be seen by the officers-in-charge. at the first 
instance, and they may put up important communications to the Heads 
of Departments for their perusal; the rest they should send to the office 
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with necessary msxructions. All other Heads of Offices should go 
through all the daily dak personally. While going through the dak 
papers, the officers should— 

(1) ' record suitable instructions to the officers/staff regarding 
the action to be taken in the matter wherever possible; 

(2) retain all demi-official reminders with them, call for the 
rclevent files and issue necessary instructions on the note-sheet or 
dictate necessary communications and an interim reply to the 
reminding office. Ordinary i-eminders should be specifically 
marked by name to the officer-in-charge/Office Superintendent who 
should follow the same procedure as suggested for demi-official 
reminders for the Heads of Departments. This procedure will 
ensure that, the Heads of Deparfments/Offices keep themselves in 
constant touch with the working of their offices and matters which 
require their attention will naturally come to their notice. It will 
also incidentally ensure that reminders receive the attention that 
is due to them, which is very often not the case in the present 
system where the dak goes directly to the office. 

(3) dictate suitable replies to demi-official letters received by 
them. If an immediate decision cannot be taken with regard to 
the matters referred to in such letters, an interim reply must 
invariably be sent to all demi-official communications. 

6.8.2 (b) Receipt and Despatch.^ln a number of offices, papers 
are diarised twice on receipt, once in the general receipt section and 
again in the section concerned. Considerable time is wasted in this 
process. It is, therefore, recommended that papers should be diarised 
on receipt on only one occasion, apart from the entry in the dealing clerk’s 
diary. In order to eliminate the delay involved in the centralised 
receipting of papers, it is suggested that in offices having distinct sections, 
the incoming dak should be sent to the relevant sections after the perusal 
of the Heads of the Offices by the Office Superintendent/Head Clerk, and 
it should be diarised in the section itself. There should be no central 
receipt section in such offices. It should be the personal responsibility 
of the Office Superintendent/Head Clerk to ensure that dak papers reach 
the dealing clerks either on the same day or at the latest on the following 
day. The officer-in-charge should also examine receipt registers in order 
to ensure this at least once a month. 

6.8.3 Despatch work should be centralised and, like the receipt 
clerk, the despatcher should work under the immediate supervision of the 
Offic« Superintendent/Head Clerk, who should ensure that papers tr# 
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despatched on the same day on which they are made, over to the dcspatcher 
by the dealing clerks, if these are so made over one hour before the 
closing of the office; in the latter case the papers may be despatched on 
the next working day. Considerable time can be saved in the disposal 
of business if the receipt and despatch work is carefully supervised, and 
it should be ensured that the Office Superintendent^/Head Clerk does so 
properly. 

6.8.4 (c> Typing.—In some offices, typists are divided between 
sections with the result that there is often an uneven work-load with them. 
In all offices in which there are two or more typists, it is 
recommended that they should be pooled in a typing section flhich should 
be directly under the charge of the Office Superintendent/Head Clerk. 
The typists’ registers of work done should be duly examined by the Office 
Soperintendent/Head Clerk and he should ensure that the typists put in 
their daily quota of work and leave no papers unnecessarily pendii^ 
with them. 

6.8.5 (d) Supervision over Dealing Clerks .—One of the most 
important factors in expediting the disposal of business in government 
offices is adequate supervision over the work of dealing clerks. This 
involves primarily two important points— 

(1) Incoming papers received by the dealing clerks should be 
put up in time, normally within three days, to the officer-in-charge. 
In order to ensure this all dealing clerks should put up a statement 
of pending papers under consideration, on the lines of the statement 
prescribed for the Secretariat, once a week through the Office 
Superintendent/Head Qerk to the officer-in-charge, who should 
take steps to ensure that there is no unnecessary accumulation of 
papers with any of the dealing clerks; 

(2) No pending files are permitted to lie without action for 
more than a month. If communications have been issued to which 
replies are expected, reminders should be issued regularly to the 
offices concerned. Orders passed on files by the competent officers 
should be complied with by the office within three days of the 
passage of such orders, and all cases in which orders are not 
complied with within this time should be brought to the notice of 
the Office Superintendent/Head Clerk, who should take appropriate 
steps to expedite compliance. 

6 .8.6 Each dealing clerk should put up a statement of pending 
cases which are over six months, one year or two years old in the pro- 
fonxi^i indicated at Appendix XXIII to the officer-in-ebarge through tihe 
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Office Supcrintendent/Head Clerk in the first week of every month. The 
officer-in-charge should take necessary action to ensure that old cases' are 
disposed of as expeditiously as possible through personal efforts. 

6.8.7 The Office Superintendent/Head Qerk should inspect the 
work of one clerk every day. The inspection notes recorded on these 
occasions should be brief and in the form of instructions to the clerk 
concerned, who should ensure compliance before the next inspection. 
Each clerk should maintain a separate half-margin register in which the 
inspection notes of the Office Superintendent/Hcad Clerk should be 
recorded and compliance noted. While inspecting the work of the dealing 
clerks the Office Superintendent/Head Clerk should particularly ensxire 
that there are no papers unnecessarily pending with them, no pending 
files have been permitted to lie without attention, reminder diaries are 
properly maintained and used and the prescribed registers are maintained 
up-to-date. 

6 .8.8 (e) Proper Scrutiny of Cases .—On some occasions, several 
back references are made by higher officers to subordinate offices before 
final decision is taken on the proposals received by them. This delays 
the disposal of the case and leads to urmecessary multiplication of work. 
It is, therefore, important to ensure that all proposals received from 
subordinate offices are carefully scrutinised at the appropriate level and if 
any clarifications are necessary, these are sou^t on the very first 
occasion, and multiple references avoided. In the Secretariat whenever 
such clarifications are sought, the proposal should be seen by an officer 
of the rank of a Deputy Secretary to the Government before this is done. 
Similarly, proposals received from subordinate offices in the offices of 
Heads of Departments, should be put up to at least an officer of the rank 
of a Deputy Head of Department before such a back reference is made. 
In order to ensure that proposals of a standard nature contain all the 
material particulars, standardised forms should be devised by the depart¬ 
ments concerned for sending such proposals and these can be incorporated 
in the departmental manuals. Forms for general administrative proposals 
like sanction of staff, purchase of stores, sanction of contracts etc. ma y be 
devised by the Organisation and Methods Division of the Secretariat in 
consultation with the Finance Department. 

6.8.9 (f> Reference Books .—^It is very necessary to ensure that all 
offices are provided with the full complement of reference books that are 
required for the disposal of work in the office and it should be the duty of 
the Office Superintendent/Head Qerk/Dealing Clerk to ensure that these 
reference books arc kept up-to-date. There should be no restrictions in the 
matter at leferance books merely from the point of eoemomy as this wUI 
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not only lead to delay In the disposal of work but will also prevent proper 
examination of cases. Officers who have to take decisions should have 
a separate set of the appropriate reference books with them. A number 
of important reference books are apparently not available in stock even 
with the Government Press. Such a situation should never be permitted 
to arise and as soon as the stock of reference books goes below 500, 
immediate action should be taken to reprint them, incorporating all up-to- 
date amendments. The Government should ensure that within a period 
of six months necessary reference books are supplied to all government 
offices. 


6.9 PERIODICAL RETURNS. 

6.9.1 It is observed that a number of periodical returns are required 
to be sent by almost all government offices. The collection of relevant 
statistics and the preparation of these returns is often a time-consuming 
and laborious process. Government should therefore strictly ensure that 
only those returns or statistics are called for which can be usefully 
utilised. In a number of cases the same data is collected by a number 
of different agencies which leads to unnecessary duplication of work. It 
is, therefore, recommended that— 

(i) before any information of the above nature is called for from 
subordinate offices, it should be carefully ensured that the 
relevant information is not already available in any of the 
government oflBces; 

(ii) that the Organisation and Methods Division of the Secretariat 
should immediately review the position regarding the returns 
prescribed by the different administrative departments of the 
government and the Heads of Departments and examine their 
utility. 

Such returns as serve no useful purpose should be discontinued 
forthwith with the approval of the Secretary of the administrative depart¬ 
ment concerned and the Minister-in-charge. Wherever possible duplication 
in the collection of data should be carefully avoided and the data collected 
by one agency should be made available to all other agencies requiring 
it for their use. The forms prescribed for the periodical returns should be 
standardised wherever possible, and if a large number of these returns 
have to be prepared, the forms should be got printed. Once such an 
examination has been carried out by the Organisation & Methods Division, 
no new returns should be prescribed by any department of the government 
without the concurrence of the Organisation & Methods Division. 
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6.10 BUILDINGS AND FURNTtURB. 

6.10.1 The atmosphere in which a government servant is required 
to work has a considerable effect on his efficiency and output. In these 
days, when the State Governments have to conserve their resources to 
the maximum extent for developmental activities, there is no harm if the 
specifications adopted for the construction of office buildings are modest 
and business-like. However, such factors as light, ventilation and 
sufficient moving space for the officials should be borne carefully in mind, 
so that the conditions in which the government servants are required to 
work are not unhealthy or depressing. Similarly,,the furnishings, though 
not of very expensive material, should be adequate and well maintained. 
Adequate thought should also be given to cleanliness and orderliness in 
government offices and it should be the personal responsibility of the 
Office Superintendents or Head Clerks to ensure this. This aspect should 
invariably receive the consideration of the inspecting dficcrs. 

6.11 OFFICE EQUIPMENT. 

6.11.1 In these days of rationalisation and mechanisation several 
devices could very usefully be adopted in government offices to save labour, 
space and time. In particular, it is recommended that all important 
govermnent offices should be equipped with the following; 

6.11.2 (i) Telephones or Inter-Communication Sets .—In all cases 
where a fairly large number of officers who have often to consult each 
other on official business, sit either in the same building or in buildings 
closely situated to each other, an internal telephone exchange or inter¬ 
communication sets should be installed for facility of discussions between 
them. 

6.11.3 As a general rule, whenever discussions between different 
officers are necessary for the taking of a decision in any matter, it would 
be preferable to hold these discussions on telephone rather than make 
repeated written references. 

6.11.4 (ii) Filing Cabinets .—Most of the offices are at present 
fitted with wooden almirahs with fixed shelves and usually the papers 
kept in such almirahs get disarranged very easily and are difficult to 
locate. It would, therefore, be in the interest of efficiency to introduce 
the standard steel vertical-suspension drawer type filing cabinets in 
government offices for keeping pmiding files. Apart from the time 
saved in the searching of files when required, this would also improve 
the general jippearmice of the government offices. 



1.11.5 (lli) Franking Machintt. —CcAiSiderabl« tixn« ii wMtad 
by tbt dMpatchcrs in government offices in ai^xlng postage atampa 
to the envelops and maintaining accounts of postage stamps. 
In offices v^hich despatch a fairly large number of letters every 
day, it would prove very useful to instal franking machines. 
The initial cost of installation of these machines is fairly nominal 
(Rs. 600/- to Rs. 1000/- depending on the number of impressions) 
and thereafter only the value of the stamps actually used, which is 
mechanically recorded by the machines, has to be paid. The installation 
of these machines will, therefore, mean very little addition in expendi¬ 
ture. Incidentally, the avoidance of the use of postage stamps would 
reduce government expenditure on the stationery and printing charges 
on these stamps. 

6.11.6 (iv> Minor Office Equipment .—There are a number 
of devices, such as sealing machines, automatic receipt stampers 
for incoming mail and visible card records for writing file 
references which introduce a considerable degree of dependence 
in routine matters and therefore save both time and labour. These 
devices are also fairly cheap and should be adopted widely in government 
offices. In a few cases, even some reduction in staff may be possible 
with the iatroduction of mechanical devices. 









CHAPTER Vn 


OF MATTERS FINANQAL. 

7.0 Reforms in financial matters mainly involve the rationalisation 
ef procedures, judicious delegation of powers and ensuring that the 
accounts rules are such as promote eflnciency rather than impose bottle¬ 
necks In the way of effective action. 

7.1.0 DELEGATION OF POWERS. 

Detailed recommendations have been made with regard to delegation 
of powers even in financial matters in Chapter VI—Administrative Pro¬ 
cedures. It is appreciated that with regard to delegation of powers in 
financial matters, adequate care should be taken to ensure that there is 
the least possible likelihood of the misuse of these powers and that the 
government is not put to any unavoidable financial loss on this account 
Yet this should not result in any tardiness on the part of the government 
to trust the officers who possess the requisite qualifications and experience 
in exercising powers which are essential for the' proper and efficient 
discharge of their duties. The Committee has made its recommendations 
keeping these criteria in view. An adequate system of checks and 
reviews should be developed to ensure that the powers which have been 
delegated are exercised properly and with due care. 

7.1.1 With regard to financial procedures, the following recom¬ 
mendations are made;— 

7.2.0 BUDGET AND FINANCIAL SCRimNY. 

7.2.1 The Government have recently issued instructions to all 
departments informing them that they should incorporate the requisite 
details relating to all items of new expenditure proposed by them for 
inclusion in the budget so that the propriety of these proposals may be 
adequately examined by the administrative and Finance Departments 
before the budget is prepared. Once the budget is approved by the 
Legislature, the administrative departments should issue sanctions 
relating to all new items of expenditure without any further examination 
unless the Budget provisions for any new item of expenditure have been 
altered by the Legislature. The cases in the latter category should be 
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re-examioed separately. This procedure will eliminate all the delays that 
were necessitated in the past due to lump sum provisions being made for 
new items of expenditure and the details being examined after the budget 
provisions were approved by the Legislature. Delay in the issue of 
financial sanctions is one of the important factors responsible 
for inadequate performance in the field and some-times it even 
results in work of an inferior quality being done due to shortage of time. 
The Committee would, therefore, like to emphasise the importance of the 
above procedure and to recommend that it should invariably be followed 
by all government departments. Wi h the observance of this procedure, 
it should be possible for the administrative departments to issue sanc¬ 
tions relating to new items of expenditure early in the month of April 
each year. The Finance Secretary should bring to the notice of the Chief 
Secretary all instances in which sanctions are not issued before the end 
of April each year and the Chief Secretary should then discuss the matter 
with the Secretary of the administrative department concerned and 
expedite the issue of financial sanctions. 

7.2.2 As soon as the Appropriation Bill is passed by the Legisla¬ 
ture each year, the administrative department should intimate the budget 
provisions to the respec'ive Heads of Departments. This should normally 
be done in the first week of April. The Heads of .Departments, in turn, 
should intimate the budge^ provisions lo all their drawing and disbursing 
officers within a fortnight of the receipt of these provisions from the 
administrative departments. 

7.2.3 As far as standard institutions like schools, colleges, dis¬ 
pensaries and hospitals are concerned, the administrative department 
should, with the approval of the Finance Department, prescribe definite 
scales regarding the staff, equipment, stores and the contingent 
expenditure and these should normally be deemed to have been automati¬ 
cally sanctioned once the establishment of the institution itself is 
sanctioned. 

7.3 STANDARDISATION OF FORMS FOR p'ROPOSAL 
INVOLVING FINANCES 

7.3.1 In order to avoid multiple back references with regard to new 
proposals having financial implications, the procedure suggested in 
Chapter VI, para 6.8.8 should invariably be observed. In addition, 
standard forms in which such proposals should be made may also be 
prescribed by the government in order to ensure that all the relevant 
particulars are incorporated in the proposals at the very first instance. 
As an illustration, it may be stated that standard forms should be evolved 
for proposals of the following nature:— 

(i> Proposals involving creation of new posts; 
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(ii) Proposals for the purchase of equipment and stores the 
powers regarding which have been vested in some higher authority; 

(iii) Proposals for extension of terms of temporary service of 
government servants; 

(iv) Proposals to send government servants on training; 

(v) Proposals for relaxation of age restriction; 

(vi) Proposals for payment of special allowances, fees or 
honoraria to government servants; 

(vii) Proposals for undertaking new works; 

(viii) Proposals for examination of time barred claims. 

7.4 REGISTER OF SANCTIONS 

7.4.1 Every office in which proposals are received from sub-ordinate 
offices for sanction should maintain a separate ‘Register of .Sanctions’ in 
which all proposals received for sanction in the office should be entered 
immediately on receipt. The form for this register has been suggested 
in Appendix XXVIII. This register sliould be put up to the Head of the 
Department/Office once every fortnight with a note indicating the reasons 
why each case is pending in the office. The Head of the Department/ 
Office must ensure that this register is properly maintained and prompt 
action is taken by the office in such cases which should invariably be 
dealt with on a priority basis. 

7.5 SANCTION FOR CONSTRUCTION OF WORKS 

7.5.1 Since it takes considerable time for the engineering depart¬ 
ments to prepare detailed estimates and obtain 'echnical sanction therefor, 
it is recommended that the administrative departments should, in consulta¬ 
tion with the Finance Department, and for Plan works, the Planning 
Department, issue a letter to the Chief Engineer, P.W.D. (B &R.) informing 
him of the new works that are proposed to be taken up in the forthcoming 
financial year. This information should be sent by the administrative 
departments on the basis of the budget proposals sent by them to the 
Finance Department. The Chief Engineers concerned may proceed to 
have the detailed estimates of the works in question drawn up and 
examined. Sanction for undertaking the works should, however, be issued 
after the budget proposals have been approved by the Legislature. 
This procedure will eliminate the delays that occur at present in the 
preparation of detailed estimates and will, therefore, expedite execution 
of construction works. It may be particularly pointed out that in 
the present system sanctions are issued in the month of April at the 
earliest and the summer months are entirely taken up in the preparation 
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at estimates. Hardly any construction work can be undertaken during 
the monsoon season with the result that the engineering departments, in 
effect, are left with only four or five months in the winter for undertaking 
construction works, which is grossly inadequate. The proposed procedure 
will enable the construction works to be taken up In the months of April 
to June also, as the detailed estimates will already have been approved 
when the financial sanctions are issued. 

7.6 VETTINO OF DRAFT SANCTIONS BY THE FINANCE DEPARTMENT 
7.6.1 The Finance Department has, in consultation with the Accoun¬ 
tant General, evolved standard forms for the issue of the usual financial 
sanctions. With regard to all these matters, the draft sanctions need not 
be sent again to the Finance Department as this unnecessarily delays the 
issue of sanctions and adds to the work of the Finance Department. All 
financial sanctions should be issued under the signature of an officer 
of the rank of a Deputy Secretary or above in the administrative depart¬ 
ment and they should be fully competent to ensure that the sanctions 
adequately incorporate all the intentions of the administrative and Finance 
Departments recorded on the relevant file. In any case, a copy of the 
sanction is sent to the Finance Department, and if ^hey have any observa¬ 
tions to make, they may take up the matter with the administrative 
departments. However, in cases in which standard forms have not yet 
been evolved and the Finance Department feels that it should vet the 
draft sanction before issue, it may specifically request the administrative 
department to refer the draft sanction to them for vetting before It is 
issued. 

7.7 THE FINANCIAL YEAR 

7.7.1 While the financial year commences on the 1st of April, the 
‘Agriculture’, ‘Co-operative’ and ‘Banking’ years commence on the 1st of 
July and the ‘Revenue’ year on the 1st October. There are several weighty 
arguments which would justify the commencement of the financial year on 
1st July rather than on the 1st April. A few important considerations are 
summarised below: 

(1) As already explained above, it becomes difficult for th# 
engineering departments to undertake construction works in the 
summer months as this period is usually spent in the issue of sanc¬ 
tions and the preparation of detailed estimates. This leaves the 
engineering departments with an effective working season of only 
four or five months in winter. If the financial year commences from 
the 1st July, the sanctions could be issued and detailed estimates pre¬ 
pared during the monsoon season and the works taken up 
immediately after the rains, which would give the engineering 
department a working season of approximately nine months, which 
is very desirabla 
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(ii> Since the recoveries of government dues from the agricul- 
turists are mainly effected after the harvest of the ‘Rabi’ crop in 
the months of Aiml, May and June, in order to have a rational 
assessment of aU State revenues derived from the agriculturists, 
it would be more convenient to have the financial year commencing 
from the 1st of July. There would be other subsidiary advantages 
in having the same working year for financial matters in the 
government as at present obtains for the co-operative institutions 
and banks. It is appreciated that a decision in-the nsatter cannot 
be taken by the State Government alone unless the Government of 
India and the other States also adopt the same principle. However, 
the matter is of sufficient importance to be discussed at the All- 
India level as the advantages that are expected to flow from this 
change in the reckoning of the financial year are considerable. It 
may be mentioned here that a similar recommendation was made 
by the Commi tee on Plan Projects (Building Projects Team) which 
was constituted by the Government of India to examine, among 
other things, complete details of the Public Works Department and 
the works programmes undertaken by other non-official and 
autonomous agencies. 

7.8 AVOIDANCE OF EXCESSIVE SPENDING OF FUNDS TOWARDS 
THE CLOSE OF THE FINANCIAL YEAR. 

7.8il The following appear to be the main reasons for excessive 
spending towards the close of the financial year in a number of instances: 

(a) delay in the issue of sanctions; 

(b) delays in the suf^ly of stores and equipment by tenderers; 

(c) the fear in the minds of drawing and disbursing officers 
that the funds once sanctioned in any financial year may not be 
made available in the subsequent year and, therefore, even if the 
conditions for the utilisation of funds are not optimum, there is a 
tendency to incur the expenditure; 

<d) administrative and procedural delays. 

7.8.2 Recommendations have been made separately for the 
avoidance of delays resulting from most of the above contingencies. With 
regard to item (c) above, it is recommended that all cases in which 
funds had lapsed in the previous financial year due to shortage of time 
available to the departments concerned for utilisation, should be reviewed 
by the administrative and Finance Departments, and wherever there is 
adequate justification, provision should be made for the purpose in the 
supplementary budget of the following financial year. The supplementary 
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budget should be presented to the Legislature in the monsoon session. 
Ihe feeling that the funds provided in the budget in any financial year 
Will, in all probability, be made available again in the succeeding 
financial year, if adequate justification is available for their non-utilisation, 
will, to a considerable extent, avoid excessive spending of funds towards 
the close of financial year on this account. 

7.9 STORES PURCHASE 

7.9.1 With regard to the purchase of teehnical stores such 
as medicines, scientific and engineering equipment, etc., the 
Heads of Departments concerned should be directed to invite tenders on 
the basis of their budget proposals for the subsequent financial year in the 
month of October in the preceding financial year. Their final recommen- 
ydations should be sent to the Stores Purchase Committee by February 
in the preceding financial year. The Stores Purchase Committee must 
take a final decision regarding the rate contracts in the first fortnight of 
April and the approved rates should be communicated to the Heads of 
Departments and other indenting officers concerned at the latest by the 
1st of May each year, so that these articles may be purchased in good time. 
.Similarly, the State Stores Purchase Organisation should also intimate the 
rate contracts for various articles within their direct purview to all 
indenting authorities by the 1st of May each year and all preliminary 
formalities must be completed before that date. It has been noticed that 
in some instances, the Stores Purchase Organisation has prohibited the 
purchase of even those stores by government departments for the purchase 
of which no alternative arrangements were made by it. This hampers 
government work and, therefore, Stores Purchase Organisation should 
not prohibit the purchase of any stores for the purchase of which no 
suitable alternative arrangements have been made. The purchase of 
stores in time is an essential pre-requisite not only for the 
efficient implementation of programmes, but also for ensuring that the 
public is not put to any unnecessary inconvenience which often results 
from the late availability of stores and equipment. 

7.9.2 Some time back, the Government had constituted a Stores Purchase 
Committee and arrangements for purchase of a large number of articles 
used in government dfices have b^ entrusted to this Committee. The 
Committee enters into rate contracts with regard to each of these articles 
and the indenting authorities are required to purchase the articles from 
the contracting firms. This procedure probably has some advantage in 
that in some cases the articles are supplied at somewhat cheaper rates 
when bulk supply orders are placed. This advantage is, in a number of 
instances, considerably outweighed by the disadvantages that are inherent 
in the system. Apart from delays in the arrangement of supplies which 
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often disl(xate the working of government departments and Institutions, 
there is hardly any method of checking that the articles supplied by the 
contracting firms conform in specifications and quality to the samples 
approved by the Stores Purchase Committee, as these samples are not 
available with the indenting authorities who receive the supplies. Unless 
there is an adequate inspecting agency to ensure that the,quality of the 
supplies made to the government d^artments and Institutions Is of the 
requisite standard, this disadvantage in centralised purchase can hardly 
be overcome. This would, however, be an expensive proposition. It is, 
therefore, recommended that centralised purchase ^ould be resorted to 
with respect to only standard articles for which there is no posinbility of 
variation in the quality. If there are a number of ‘makes’ of the same 
articles, then quotations for the different ‘makes’ should be obtained and 
rate contracts entered into for all standard ‘makes’, so that the indenting 
authorities may purchase these articles according to their respective 
requirements. All other articles should be purchased locally. It is 
observed that another committee which was recently appoint^ .by the 
government to suggest ways and means to relieve technical officers of 
routine administrative duties has recommended that District Stores Purchase 
Committees may be constituted for entering into rate contracts with load 
firms for the supply of articles which are required by two or more 
departments in the district. This procedure could well be adopted for 
a number of common articles. 

7,9.3 The Stores Purdiase Organisation has not yet been assigned 
to any Head of Department and one of the Deputy Secretaries in the 
Finance Department is given the work of this Committee in addition to 
his other duties. It would be desirable to make regular arrangements for 
this Committee. The Printing and Stationary Department is one at 
the heaviest purchasing departments in the government and its present 
work load is such as would admit of the assignment of some additional 
duties. It is, therefore, recommended that the Director of Printing & 
Stationery should alsb be made the Head of the Stores Purchase Organ!* 
sation in an ex-officio capacity and this post ^ould be manned by as 
officer of the administrative services. 

7.10 PAYMENT OF BILLS 

7.10.1 It is important to ensure that the bills for supplies or 
services rendered to the government are paid promptly. This is necesssiy 
not only to avoid harassment to private parties and encourage them to deal 
vdth the government, but also from a purely economic point of view, as 
timely payment of dues will. In a number of cases, result in lower quota¬ 
tions being offered by private firms. It is understood that at present a 
number of private firms, while quoting their rates to governmental 
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agencies, provide an adequate margin for delays in the payment of dues 
which naturally blocks their working capital. 

7.10.2 In order to provide for expeditious payment of bills, it is 
recommended that a condition should be introduced in tender notice that 
if bills are paid within one month of full delivery of the articles to the 
extent of 90 per cent of the actual cost of stores supplied, a two per cent 
deduction in the total bill will be allowed by the contracting party to the 
government. It is necessary to retain the balance of 10 per cent of the 
actual cost of articles to ensure that the quality of the articles is of the 
prescribed standard and that the other conditions in the tender notice 
have been fully observed. If, however, any articles supplied are definitely 
sub-standard or not in conformity with the specifications given in the 
tender notice, these should not be accepted at all by the indenting autho¬ 
rities. Once the articles have been, prime facie, accepted, the indenting 
authorities should arrange for the payment of 90 per cent cf their total 
cost within one month of the receipt of the full supply, and the balance of 
8 per cent paid as soon as he has satisfied himself that the supplies have 
been made according to the order. The prompt payment of bills should 
receive the personal attention of all Heads of Offices and delays of more 
than a fortnight should be brought to his notice by the dealing assistants. 

7.11 HNANCIAL MATTERS RELATING TO GOVERNMENT SERVANTS 

7.11.1 One of the important factors which contributes to the effl- 
oieot wwking <rf the government is that its employees sliould be paid their 
legimate dues regularly and without much harassment. An employee 
who does not receive his dues in time often tends to become discontended 
and is some-times even put to considerable financial hardship which 
naturally detracts from the quality of his work, apart from other consi- 
deratioos. With these considerations in view, the following recommenda¬ 
tions are made: 

7.12 PAYMENTS OF SALARIES 

7.12.1 (A) Initial Salaries.—Delays in the payment of salaries 
mainly occur in cases of temporary appointments which are made pending 
regular appointment through the Public Service Commission (hereinafter 
referred to as Commission in this Chapter) which naturally takes some¬ 
time. In such cases the appointing authorities are authorised to make 
appointments for a period of six months, and thereafter the appointments 
can only be cootinued with the concurrence of the Commission. Often, 
due to various reasons, the concurrence of the Commission is not avail¬ 
able even after the expiry of six months of initial appointment and, there¬ 
fore, the salaries of the employees concerned cannot be paid in time, 
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It is observed that government have already given considerable thought 
to this matter and have issued instructions permitting the payment of 
salaries in some cases till specified dates, if the concurrence of the 
Commission had iiot been received by the departments concerned. It also 
laid down that if t^he Commission, prima facie, agrees to the initial appoint¬ 
ment of a government servant p«iding the selection of a candidate by the 
Commission, no further reference to the Commission need be made for 
the extension of the term of the candidate and his services may be 
continued till a candidate approved by the Commission is made available 
to the department. The latter decision will go a long way in alleviating 
the difficuhies experienced at present in the payment of salaries to 
temporary employees appointed on an ad-hoc basis. The appointing 
authorities must strictly ensure that before temporary ad-hoc appointments 
are made by them in the manner indicated above, the prescribed requisi¬ 
tion for the post is sent to the Commission. A copy of the appointment 
order, together with such relevant details regarding the person appointed 
as may be required by the Commission, should also be sent to the 
Commission as soon as the appointment is made. 

7.12.2 In order to avoid stoppage of salary of the incumbents' 
concerned after a period of six months (in some cases recently relaxed to 
one year by the government) to the government servant ai^ointed in the 
above manner pending selection of a regular candidate by the Commission, 
if is recommended that the present condition that such appointr lents 
should be made for a period of six jnonths unless the Commission agree 
to tho further contininnce of the incumbent on the post, should be amended 
and he period of su‘ h appointments should uniiormly be extended to one 
year so that the decisions of the Commisaon are invariably made available 
before the expiry of the terms of such appointments. It should be laid 
down that copies of all such appointment orders, together with necessary 
particulars of the persons appointed, in the form referred to above (to be 
prescribed by the Commission), should be endorsed to the administrative 
departm«it of the government, which should ensure that the appointments 
made are in accordance with the rules. If, government is of view that 
the appointments made are irregular, the appointing authority may be 
requested to immediately rescind the order and terminate the services of 
the incumbent. The checks enumerated above will amply ensure that 
irregular appointments are not made to posts which lie within the purview 
of the Commission, and at the sanie time will also ensure that government 
servants who are thus appointed are not deprived of their salaries, which 
in any case, will have to be paid for the period they have actually worked 
on that post. On receipt of these references, the Commission should 
satisfy itself that.'taking into consid^ation the circumstances the person 
concerned is eligible for appointment to the post, and if the Commission 
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is so satisfied, it should communicate its agreement to the continuance 
of his appointment till an alternative candidate Is selected by it for the 
post. 


7.12.3 (B) Pay Slips.—In order to avoid delays in the disbursement 
of salaries to government servants, It should be prescribed that pay slips 
for the salaries of government servants from the Accountant General 
should only be required to be issued in the following three contingencies: 

(i> On his initial appointmient in government service; 

(il) When the pay scale of the government servant concerned is 
changed and: 

(iii) When he is appointed from a non-special'pay-post to a 
special-pay-post and vice-versa or when the quantum of special pay 
and other allowances Is changed. 

7.12.4 (Q Payment of Leave Saloo'.—Difficulties In the drawal of 
leave salaries are experienced only by gazetted officers for whom ‘leave 
salary certificates’ are required to be Issued by the Accotmtant General, 
indicating the amount of leave salary that is due to him. Since the 
principles on which leave salaries are calculated have been clearly 
defined in the rules, such an audiorisation from the Accountant Geoerai 
is uimecessary in each case and cases of wrong drawal of leave salary 
can be detected by audit when the relevant vouchers are examined by 
them. It is, tWefore, recommended that the system of issuing leave 
salary certificates for gazetted officers may be discontinued. The officer 
competent to countersign the travelling allowance bill of the officer 
concerned may be authorised to certify the leave salary that is actually 
due to him according to rules and the leave salary may be paid to the 
officers in accordance with such certification. 

7.12.5 In order t» avoid delays in ascertaining the titles for leave 
from the Accountant General for gazetted officers, it is recommended that 
if the officer desiring to proceed on leave certifies, indicating the basis 
of his presumption, that the leave of the nature and to the extent applied 
for by him is due to him, he may be sanctioned leave by the appointing 
authority subject to admissibility. Simultaneously, the Accountant 
General may be requested to verify his leave title. If, on such verification, 
it is discovered that the leave to the extent indicated by the applicant is 
not due to him, such extra period of leave may, in consultation with the 
applicant, be converted into other forms of leave according to rules. If 
no other leave is admissible, the period may be treated as extraoedtoary 
leave without pay. 
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7-12.6 In cases where government scrvante proceeding on leave are 
drawing compensatory allowance, the leave sanctioning authority is at 
present required to certify that the government servant proceeding on 
leave will be reposted on the same post on return from leave, and unless 
this is done, the compensatory allowances being drawn by the government 
servants concerned are not paid to them. It sometimes happens that the 
leave sanctioning authority omits this certificate and, throu^ no fault (rf 
his own, the government servants concerned are deprived of their compen¬ 
satory allowance. It is, therefore, recommended that the presumption 
should be that the government servant proceeding on leave will be 
reposted cm the same post unless the leave sanctioning authority gives an 
indication to the contrary in the order sanctioning leave. 

7.12.7 (D) Pensions.—Government have recently issued a number 
of instructions which should ensure, to very considerable extent, the 
prompt payment of pension to retiring government servants. There are 
three main factors which result in the delay of payment of pension to 
government servants.— 

(i) Non-verification of service: 

(ii) Late preparation of pension papers; and 

(iii) Delay in obtaining no-dues-certificates from various 
service departments like the Public Works, Power, Water Works 
and Motor Garages. 

7.12.8 With regard to the above, the following recommendations 
are made:— 

(i) Verification of Service .—Government have already issued 
several instructions requesting the appointing authorities to have service 
of all the premerger employees verified with due despatch. It has also 
prescribed that in cases in which the relevant records ate not available 
from which the service could be verified, secondary evidence, including an 
affidavit may be taken from the government servant concerned. This 
procedure should enable all appointing authorities to arrange for the 
verification of the service without any undue delay. The progress made 
in this direction should be personally reviewed by tfie Heads of Depart¬ 
ments concerned once in six months. The Chief Secretary may also caU 
for a six-monthly report of the progress made from all administrative 
departments till such cases are finally settled. With regard to employees 
appointed after the formation of Rajasthan, there should be no reason 
for the service records to be incomplete. For gazetted ofiScers, the 
Accountant General maintains Uie service records. He may be requested 
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to bring to the notice of the Secretary of the administrative department 
concerned annually all cases in which service particulars have not been 
supplied to him by the departnients concerned and the Secretaries 
coMcerned should take immediate remedial action in the matter. The 
officers concerned should, of course, from time to time, verify through 
personal inspection that their service records are complete. With 
regard to officers who are due to retire within three years, 
the Accountant General may be requested to bring all cases in 
which the service records are incomplete, to the personal notice of the 
Chief Secretary who should thereafter issue necessary directions for their 
early completion. With regard to non-gazetted employees, it is primarily 
the responsibility of ilie Heads of Depart ments/Offices concerned to ensure 
that their service records are kept up-to-date. Each Head of Department 
should issue necessai'y directions to ensure this and call for annual 
certificate from all I eads of Offices working under him to the effect that 
the service records of all . lon-gazetteci employees wor ing under him are 
complete in all respects. 

;ii) Preparanon oj Pension Papers .—One senic-r officer in every 
depart iient should be designated as Officer-in-Charge Pensions. It should 
be his responsibility to personally ensure that— 

(a) action to prepare the pension papers of all retiring 
gevernment servants is initiated at least one year before the date 
of actual retirement and that all preliminary formalities ^are 
completed before he actually retires, so that pension and other 
retirement benefits may be sanctioned to him as soon as he retires; 

(b) the progress of pension cases relating to all employees who 
had retired from that department is reviewed once in a quarter 
and that necessary steps are taken for their prompt finalisation. 
He should bring to the personal notice of the Head of the 
Department concerned once every quarter all cases in which pension 
has not been disbursed to the retired government servants within 
one year of his retirement and the Head of Department concerned 
should personally ensure that such cases receive priority attention 
at all levels. 

(iii) No-Dues-Certificcues .—The provision that no-dues-certificates 
should be obtained from the government departments concerned before 
pension is sanctioned should be done away with. It is primarily the respon¬ 
sibility of the departments concerned to realise all dues to government 
servants in time. The appointing authorities should send a list of 
retiring government servants to the competent officers of the service 
departments concerned one year in advance of their retirement and request 
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them to intimate all dues that may be outstanding against them. 
Necessary action to recover these dues should be taken before the 
government servant actually retires. If, in any case, this is not possible, 
the pension of the government servant concerned should not be withheld 
on this account. The consent of the retiring government servant may be 
obtained for the deduction of all government dues that may prove to be 
outstanding against him from his pension, and thereafter his pension may 
be disbursed to him, and such dues as may be outstanding recovered from 
his pension. 

7.12.9 (E) Insurance .—It is noticed that often considerable delay 
occurs in sending the annual certificates regarding deductions made from 
the salaries of government servants on account of the payment of premia 
towards their insurance policies. The State Insurance Department should 
be suitably equipped to ensure that such certificates are sent without fail 
annually to ail policy hold«:s as no formal receipits are given to them 
when deductions are made and after considerable lapse of time verifica¬ 
tion of missing credits becomes a formidable problem. 

7.13 PAY SCALES 

7.13.1 The scale of pay prescribed for officers of the status 
of Deputy Heads of Departments in a number of departments is 
Rs. 550-30-820-EB-30-850-50-950. In view of the fact that the normal 
time scale for the State Services concerned is Rs. 285-25-5 lO-EB-25-560-30- 
800, obviously the next higher scale available to these officers is not as 
attractive as it should be. As even the promotions from the normal time 
scale are usually available after a lapse of fifteen years of service, it is 
essential that the senior pay scale should be such as may be considered 
to be a distinct improvement on the normal scales, and should be attractive 
enough to serve as an adequate incentive to the government 
servants concerned. It is, therefore, recommended that the senior scale 
for such services should be Rs. 650-50-1250. On the same principle, 
selection grade for these services should be revised upward from 
Rs. 650-50-1250 with a minimum of Rs. 900 to Rs. 1050-50-1500. 

7.14 RECEIPT OF GOVERNMENT DUES. 

7-14.1 According to the present system of payment of government 
dues, in a number of instances, considerable difficulty is experienced by 
members of the public in depositing their dues. They have to prepare 
challans, have them checked by the administrative office concerned and 
the treasury, deposit the money in the bank, if it is a banking treasury 
and then return with the receipted copy of the challan to the administra¬ 
tive office to get his relief. It will be appreciated that the prescription 
of such an involved and time consuming procedure is not very fair to the 
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citizen who merely wishes to deposit his legitimate dues. It is, therefore, 
recommended that:— 

(i) For all government dues which are commonly deposited with 
any department (for instance, Sales Tax, licence and registration 
fees etc.) challan forms with the appropriate heads and other relevant 
particulars printed on it should be supplied to all offices of the 
department and any depositor may be supplied with these so that he 
may be able to deposit his dues straightaway in the bank and need 
not have the challan verified with administrative office or the 
treasury. 

(ii) The public should be permitted to deposit ail dues in as 
many government offices as possible through bank drafts and 
cheques. With regard to cheques received, a temporary receipt 
may be given at the first instance for the cheque and it should be 
specifically stated in the receipt that the discharge of the dues is 
subject to the encashment of the cheque by the bank. A final 
receipt may thereafter be issued once the cheque is honoured by 
the bank. Even if the adoption of this procedure involves a little 
addition in work in government offices, it is worth-while in view 
of the considerable saving in time and labour to the members of 
the public. 

(iii) Common and standard government dues like fees for 
licence, including their renewal, registration etc., should be payable 
through revenue stamps.. In the alternative, the forms in which such 
applications are sent should be saleable and their price so ^ould be 
fixed as to include the total amount due from the applicant for the 
purpose in question. Orders on applications which have been 
appropriately stamped, or which have been made in the prescribed 
saleable forms, may be issued directly by the competent officer. It 
will no longer be necessary to deposit any money in the treasury or 
the bank for this purpose and aH the harassment entailed at present 
in depositing these routine dues will be eliminated. 
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CHAPTER Vm 

TECHNICAL EFFICIENCY AND INTERNAL EVALUATION 

8.1.1 In a democratic welfare State patterned on socialistic 
ideals, the government has to take upon itself a number of activities for 
the welfare of the people and the progress of the state which may be 
termed technical in nature. Naturally, the efiBcient management of the 
technical aspects of governmental functioning is an extremely important 
concomitant of administrative reform. Primarily, it is the responsibility 
of the officers who have been assigned technical functions to ensure that 
the requisite standards of performance are maintained not only by them, 
but also by their colleagues and subordinates. In all matters dealing 
with technical departments, this aspect must be adequately emphasised 
However, properly devised procedures which obviously focus attention to 
these matters, form an integral part of the functioning of government 
departments. In this respect, the following recommendations are made:^ 

8.2 INSPECTIONS. 

8.2.1 A scientific system of Inspections is an essential -jre- 
requisite to good administration. In technical matters it has still greater 
value. The following may be adopted as the guiding principles for 
inspections:— 

(i) They should be constructive in nature, conducted with a 
view to pinpoint difficulties or shortcomings noticed and to improve 
the existing state of affairs. Although deliberate defaults or 
careless work should be taken notice of and action taken, the 
general tenor of inspection notes should be such as to encourage 
the oflicer whose work is inspected to put in a better performance 
in future. It would be better to refer to personal deficiencies or 
defaults noticed in the couree of inspections separately, either 
through personal discussions or through demi-official communica¬ 
tions and. as far as possible, criticism of a personal nature should 
be avoided in the inspection note as such. This is important for 
the morale of the officer concerned and the maintenance of his 
prestige vw-a-vis his subordinates. 

(li) Infections should be thorough and should cover all 
important aspects of the functioning of the government servant 
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concerned, but greater attention must be given to essentials. To 
ensure this, it is suggested that all Heads of Departments should 
devise special proformae in which the points which should receive 
the attention of the inspecting oflScers should be clearly indicated. 
These proformae should not be in a questionnaire form wUch requiire 
plain replies in the affirmative or negative, as this prevents a deeper 
examination of the issues involved. The inspecting officers should 
be required to record their observations in narrative form regarding 
the points mentioned in these proformae. It should also be 
clarified that these proformae are only for the guidance of the 
inspecting officers and do not, in any way, bind their discretion: 
they should be at liberty to make observations regarding matters 
which have not been included in these proformae, but which they 
consider to be relevant. The proformae for each category of 
inspecting officers should be got printed and supplied to them for 
their use. This procedure will ensure that inspecting officers 
devote adequate attention to at least the essential aspects of the 
work of the functionaries or offices they inspect. Government in 
the Cabinet Secretariat have already issued detailed instructions 
on the point, but it appears that a number of departments have not 
yet taken action in accordance with these instructions. The 
matter is important and every Head of Department should have 
the needful done immediately. 

(ili) Formal inspections should be conducted at regular 
intervals and if there arc more than two officers who are required 
to inspect the same office or functionary, it would be desirable for 
them to so plan their inspections that the succeeding officer is able 
to examine the compliance made with regard to the inspection notes 
recorded by the officers who preceded him. Such co-ordination 
should be brought about by the senior most officer required to 
inspect the offices in question, and a roster of offices should be pre¬ 
pared by him in consultation with the other officers concerned in the 
month of December each year for the succeeding calendar year. 

Apart from the formal inspections, all inspecting officers should 
make it a habit to undertake some surprise inspections. Surprise 
inspections play a great part in toning up the efficiency of govern¬ 
ment offices and functionaries. 

(iv> Perhaps more important than the conduct of the infection 
itself is the follow up of the action taken by the inspected office 
or functionary on the points mentioned in the inspection note. Nor¬ 
mally, the inspecting officers should send their inspection notes 
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within one month of the date of inspection. The officer whose 
work or office is inspected should report compliance item-wise to 
the inspecting officer at the latest within three months of the 
receipt of inspection note. In all offices, which are subject to 
inspections, a register of insipections should be kept in the manners 
indicated in Appendix XXXI, The regional level officers concerned 
should be particularly required to keep a careful watch over thie 
position with regard to the inspections by officers and functionaries 
subordinate to them. They should prepare a roster of inspections 
for all district, sub-divisional and block level officers under their 
administrative'control before the beginning of each calendar year 
as indicated above, and thereafter, call for quarterly reports from 
the officers concerned to ensure that the compliance is being made. 
They should also maintain a register in the manner indicated in 
Appendix XXXI, through which compliance of the inspections 
carried out by them and by other inspecting officers with regard 
to the offices and functionaries under their administrative control, 
should be watched. 

(v) One of the items which ^ould receive special attention in 
the course of inspections is the delay which has occurred in the 
disposal of work. Files, dealing clerk’s diaries, periodical state¬ 
ments of pending cases and other relevant papers should be 
examined by the inspecting officers in order to ascertain whether 
the work was disposed of with due expedition. Serious cases of 
delay coming to the notice of the inspecting officers should be 
taken note of and. in some cases, even disciplinary action may be 
taken against the defaulting officials. 

8.3 ASSIGNMENT OF TANGIBLE TARGETS FOR WORK TO BE DONE. 

8.3.1 In all cases it is not possible to define in tangible terms the 
work that is required to be done by the government servants, nor can the 
work done by him be always measured in physical terms. However, there 
are a number of functionaries for whom specific targets can be prescribed 
regarding the work done by them in the course of a year. In all cases, 
wherever this is possible, it is recommended that such targets should be 
prescribed by each Head of Department, or such officer as may be nomi¬ 
nated by him for the purpose, for the work to be done in the course of 
the year by the officers subordinate to him. Of course, it should be made 
clear that the performance of the officer will not be judged purely on the 
achievement of these targets and the quality of work done by him, as well 
as several intangible factors which define his work but which cannot be 
measured in jffiysical terms, will also be taken into consideration; but the 
achievement of the targets prescribed will be an important aspect of the 
assessment of the work the officer concerned. The targets in question 
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should be intimated to the officers concerned sufficiently in advance oi 
the year to which they actually relate in order to enable them to plan 
their activities accordingly. The targets should be practical and well 
defined and should, to the extent possible, be framed in consultation with 
the officers concerned. The progressive achievement of the targets should 
be reviewed once every quarter by the regional and district level officers 
for officers subordinate to them, and by the Heads of Departments for 
the regional and district level officers. Recommendations have been made 
separately in Chapter V regarding the attachment of a performance 
record along with the annual confidential reports of government servants. 
The extait of achievement of physical targets should form an important 
part of this performance record. Each administrative department should 
examine, in association with the Efficiency Commissioner and the Organi¬ 
sation & Methods Division of the Secretariat, the possibilities of laying 
down specific targets for the officers serving in the departments under 
their administrative control at all levels, and thereafter should request 
the Heads of Departments concerned to lay down such targets. 

8.4 EFFICIENCY AtJDIT. 

8.4.1 The Committee feels that a periodical “audit” of the 
efficiency of performance of technical and certain administrative depart¬ 
ments is essential to ensure the maintenance of proper standards in the 
workmanship. Such audit should be both internal and external. 

8.4.2. Internal Efficiency Audit .—^Internal efficiency is primarily the 
responsibilitv of the Heads nf -’ -. 
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(Hi) To suggest ways and means to improve the performesies 
of the technical departments. 

8.4.4 Recommendations have been made in Chapter HI-C for tb# 
of an Efficiency Commissioner. One of the functions of 
the Efficiency Commissioner should be to make necessary arrangements 
for the conduct of external audit of the work of technical departments. 
In doing so, he should assiociate all India experts connected with ths 
particular fields of activities to which the work relates. The appoint¬ 
ment of a single expert for this purpose should be avoided and normally 
a team of experts in allied fields should be appointed as consultants. 
The experts should be such as are conversant with the most recent 
developments in the technical matters dealt with by them, so that their 
knowledge and experience may be of use to the State Government. Such 
audit should normally be conducted once in five years for each technical 
d^artment, as the intention is not to have the day-to-day working of 
the office examined but to have the general quality of performaocs 
reviewed and improved. 

8.5 TOURS. 

8.5.1 Tours should be purposeful, intensive and well planned. 
Government have already prescribed specific scales for touring by 
district level officers and above. Administrative departments of the 
government and the Heads of Departments! should undertake at least e 
quarterly review of the touring done by their respective departmental 
officers and commimicate their views to the officers concerned for their 
guidance. It should be ensured that the tours which are actually 
undertaken are well planned and an earnest effort is made to 
understand the problems of the people upon whom the work of ffie 
department Impinges. Apart from inspecting the work of institutions 
and functionaries, it is very important to meet as many people as 
possible in an effort to understand their problems and suggestions in the 
course of official tours. With this objective in view, it is recommended 
that touring officers should spend at least 2 or 3 days in a particular area 
in the course of their normal tours and study intensively the problems 
of the area and the quality of work done by the various departmental 
agencies. In this connection insistence on a certain minimum number 
of night halts for all touring officers is essential. 

8.5.2 It is extremely important that all touring officers should 
record tour notes immediately after the tour and copies of these notes 
should be circulated to the functionaries whose work was seen in tbs 
course of the tour and to the next higher officer. 
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8.5.3 Tour notes not only serve to high-Ught points which come 
to the notice of the touring officers in the course of their tours and ensure 
that appropriate action is taken with regard to them, but also introduce an 
element of objectivity in the touring. The senior officers can keep 
tliemselves informed regarding matters relating to the activities of their 
subordinate officers through these tour notes. In order to ensure that 
tour notes are invariably recorded, it should be laid down that copies of 
these notes should be submitted to the counter-signing authority along 
with the T. A, bills of the officers concerned for all officers of the rank 
cf Deputy Heads of Departments and below. 

8.6 DISSEMINATION OF KNOWLEDGE AND RESEARCH. 

8.6.1 Research and execution are intimately connected with each 
other. The quality of performance of government departments, specially 
those dealing with technical matters, will necessarily suffer unless 
adequate arrangements are made for the conduct of research. Research, 
in this context, should be given a practical connotation, for it will 
necessarily have to be geared to serve the particular requirements of the 
departments concerned. It will, therefore, be more in the field of applied 
science and technology rather than fundamental research which should 
appropriately be done in specilized institutions. To the extent possible, 
facilities for research should be provided cither in the departments them¬ 
selves or in technical or academic institutions dealing with subjects 
related to the activities of the department. The requirements of each 
department will have to be assessed separately and facilities for research 
provided according to their respective needs. It is therefore 
recommended that each administrative department should, in consulta¬ 
tion with Heads of Departments concerned and Heads of Research 
Institutional in allied field of activities at the all India level, all draw 
up its own scheme of research. Due care should, of course, be taken 
to avoid duplication, not only amongst departmental agencies and 
technical or academic institutions in the State, but also between the 
State agencies and the agencies at the all India level. Definite instruc¬ 
tions should be issued to ensure that full advantage is taken of the 
results of research conducted either in India or by other State Govern¬ 
ments. The Heads of Departments should subscribe to an adequate 
number of technical journals, published both within the country and 
in other countries. Some of these journals should be subscribed to by 
the regional and district level officers also. The technical departments 
should also become regular members of all India institutions in related 
spheres so that they may keep constantly in touch with their activities 
and benefit from them. Efficient arrangements should be made by each 



department to ensure that their departmental officers and institutions 
make a positive and purposeful effort to study the “problems of the 
field” and communicate them promptly to the Heads of Departments 
concerned, who should, if they arc in a position to do so, advise the 
officers or institutions concerned regarding the nature of action to be 
taken by them or, if the problems require further study or research, 
refer these problems to the appropriate research institutions. When 
suitable advice is rendered in such matters by the research institutions, 
these should be communicated to all the concerned officers, in the 
department. Prompt attention to field problems plays a great role in 
inspiring confidence in the people and improving the efficiency of the 
working of the departments. This matter should, therefore, receive the 
personal attention of the Heads of the Departments and all other depart¬ 
mental officers, and specific instructions should be issued in this respect 
by each Head of Department. 

8.6.2 In order to give effect to the above suggestions, it Is 
recommended that an ‘Intelligence Cell’ should be attached to the office 
of important technical Heads of Departments to:— 

(a) keep in touch with research institutions both within the 
state and outside with a view to obtaining up-to-date information 
regarding the nature of research being conducted and the results 
of the researches done by them; 

(b) study the technical journals subscribed to by the Heads 
of Departments and to ‘feed’ the departmental officers periodically 
with knowledge derived from these sources; 

(c) bring to the notice of the Heads of the Departments all 
matters arising from the first two items above which can, in any 
way, improve the functioning of the department or result in 
economy to the State; 

(d) study the probkm referred to the Heads of Departments 
by field officers and other agencies and take necessary steps to 
refer these to the appropriate research institutions if no solution is 
available; 

(e) undertake special studies, if possible, in conjunction with 
the Universities and technical institutions in Rajasthan, of various 
matters which are relevant to the efficient working of the 
department; 

(f) edit and publish a periodical journal, mainly concentrated 
on matters relating to the department (Detailed recommendations 
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have been made in this respect by the State Committee on 
Training which has recently submitted its report to the Government- 
These recommendations have already been approved by the 
Government and should be implemented as soon as possible; as 
these will serve the purpose in view.). 

8.7 RELIEVING TECHNICAL PERSONNEL OF THEIR 
ROUTINE ADMINISTRATIVE DUTIES. 

8.7.1 Government have recently constituted a special committee 
to examine this matter and the Committee has submitted its report which 
has been generally approved by the Government. We are, therefore, not 
making detailed recommendations in this respect but would only like 
to emphasise that in order to enable the technical officers to devote 
adequate time to their technical duties, they should as far as possible, 
be relieved of routine administrative functions. In this connection. 
Sarva Shri H. C. Mathur and P. K. Chaudhary felt that the Deputy Heads 
of Departments in-charge of administration attached to the technical 
departments should also be technical officers and not administrative 
officers. This, they felt, was necessary because these officers have to 
perform a number of duties which require a considerable amount of 
technical knowledge; for instance, such matters as the purchase of 
technical stores, supervision over technical staff including 
conduct of departmental enquiries for technical defaults, 
and even planning of departmental activities require a fair 
degree of technical knowledge. Besides, the technical officers do imbibe 
a good working knowledge of service and accounts rules and office 
procedures to be able to discharge their functions even in the administra¬ 
tive spheres fairly effectively. It would, therefore, be preferable to 
appoint technical officers as the administrative assistants to the Heads 
of Departments rather than administrative officers. 

8.8 RATIONALISATION AND SIMPLIFICATION OF LAWS AND RULES. 

8.8.1 It is noticed that once laws are passed by the legislature or 
roles framed by the government, there is no systematic procedure to 
ensure that these are modified or amended subsequently according to 
changed circumstances. This is very important as defective legislation 
or procedures are not only likely to result in hardship to the people 
but also introduce lack of objectivity in the functioning of the govem- 
ment. It is, therefore, recommended that, to begin with, government 
should constitute special committees to examine all related laws and rules 
with a view to rationalising them and bringing them in conformity with 
the requirements of the present circumstances. The reports of these 
eomnittees should be examined by the government and submitted with 
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tJwsir views to the Subordinate Legislation Committee of the State 
Legislature. A final decision should then be taken regarding the 
amendments that may be made in the existing laws and rules. There¬ 
after, such special committees should be constituted once every five yean 
to review all laws and rules on related subjects and recommend amend¬ 
ments or modifications in them, in the manner indicated above. The 
composition of these committees may be as follows:— 


1. Member of Parliament from Rajasthan 

Chairman. 

2. Two members of Legislative Assembly 
belonging to the majority party in the 
Legislature. 

Memhert. 

3. Two members of the Legislative 
Assembly belonging to the opposition parties 

Membert. 

4. Heads of the Departments concerned 

Member. 

5. Representative of Law Department 

Member. 

fi. Representative of Finance Department 
(in case where the laws and rules in question 
have financial implications) 

Member. 


7. Deputy Secretary to the Government in 
the administrative department Member-Seertiary. 
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LOCAL GOVERNMENT 
PART A 

A. PANCHAYATI RAJ. 

9.1.1 Government have recently constituted a Study Team with 
comprehensive terms of reference to examine most aspects of the working 
of Panchayati Raj in the State and to recommend such changes at may 
be considered necessary in the laws, rules and procedures relevant to 
the working of this scheme. As such, this Committee has not considered 
the matter in detail. However, we do feel that certain reforms in the 
working of this system will eliminate a number of weaknesses which are 
apparent to-day and will improve its working considerably. 

9.2 PANCHAYATS. 

9.2.1 Size oj Village Panchayati .—The State Government 
recently reduced the size of the village panchayats to cover a population 
varying from 1,500 to 2,000 souls, unless the population of any one 
village is more than this, in which case, the entire village constitutes one 
village panchayat. The foremost consideration which probably weighed 
with the Government while deciding upon the size of the village pancha* 
yats was that this institution should be sufficiently near the people to 
enable an integral and active link to be developed between them and the 
village panchayats. The fact that on an average one pancha is elected 
by 110 adults is indeed indicative of the nearness of this institution to 
the people at large. However, through the reduction in the size of village 
panchayats, an inevitable disadvantage has crept in. Financially, these 
bodies are not viable units and, therefore, cannot undertake any sub¬ 
stantial developmental activities. A number of them find it diffi^t to 
meet their normal administrative expenses. Nearness to the people has 
also prevented them from levying taxes which they are authorised to do. 
Financially weak bodies can hardly be expected to be administratively 
effective. Ways and means must, therefore, be devised to make these 
bodies financially viable and, therefore, more effective in the field of 
developmental and local administrations. Making them too large would 
break the direct relationship it now has with the adult body of the village. 
A compromise tvill, therefore, have to be effected between these two 
considerations. The actual size of village panchayats will have to he 
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worked out taking into consideration these factors as well as some other 
relevant factors such as means of communication. No specific recom¬ 
mendation is, therefore, made regarding the actual size of the village 
panchayats, but it is suggested that the Government may give this 
matter their urgent consideration as it is important and is vitally 
connected with the effective working of these bodies. 

9.2.2 Election of the Sarpanchas .—It is noticed that the Sarpanch, 
by virtue of the fact that he is directly elected by the people and is also 
a member of the Panchayat Samiti, which is the most effective body in 
the scheme of Panchayati Raj, assumes personal prestige and importan¬ 
ce to a degree which is likely to over-shadow the status and importance 
of the village panchayats as institutions. This fact, along with several 
others, has already been responsible for the general lack of enthusiasm 
and interest on the part of the panchas in the affairs of the village 
panchayat and development activities. Democracy is essentially a 
system in which the collective opinion of a representative group is given 
greater weight than that of an individual and the primary role of the 
leader of the group should be to place the various issues before the 
group, assist and encourage it to consider them carefully and arrive at 
an appropriate decision. In his actions and deliberations, he should 
reflect the wishes of the group rather than his own, and thus act as a 
true representative and leader of the group. In order to devise a system 
Which will progressively enable the Sarpanch to play this role, it is 
essential that he should be made directly responsible to the Panchayat 
and should function institutionally through the village panchayat. It 
is, therefore, recommended that the Sarpanch should be indirectly 
elected by the panchas from amongst themselves, and not directly as ii 
the system at present. The members who are co-opted to the village 
panchayats should, however, not be permitted to vote in the election to 
the office of the Sarpanch and in any ‘no confidence’ motion that may be 
brought against him. For all other purposes, they should be deemed to 
be full members of the village panchayats and should continue to 
exercise voting rights. Shri Kedar Nath was, however, in favour of the 
continuance of the present system of direct election of the Sarpanch and 
also desired that the Pradhan should be directly elected and not indirect¬ 
ly by the Sarpanchas. 

9.2.3 Strengthening of Village Panchayats .—^The Committee feels 
that in essence, Panchayati Raj should function in a manner which 
involves the participation of people at large in matters relating to their 
welfare. It is only because the will of the people cannot be directly 
ascertained in a practical manner that representative institutions become 
necessary. In examining any aspect of Panchayati Raj, therefore, the 



foremost consideration should be to devise systems which will most 
sincerely and accurately reflect the will of the people. The village 
psmchayats being the institutions which are located nearest the people 
should be expected to be intimately conversant with their problems and 
aspirations and take decisions in that light. These bodies should, there¬ 
fore, be greatly strengthened and given more powers and functions 
commensurate with their ability to discharge these efficiently. For the 
present, they should have a strong say, if not the final say, regarding 
benefits which should be given by the Panchayat Samitis to individuals 
residing within their respective areas such as grants, loans, and supply 
of controlled commodities. Of course, since village panchayats do not 
directly have the benefit of appropriate technical advice, such matters 
as do require technical advice should be referred, within their recom¬ 
mendations. to the Panchayat Samitis. It would also be desirable for 
Panchayat Samitis to sub-divide the funds available with them for the 
allotment of grants, subsidies or loans according to their respective 
requirements panchayat-wise and invite the views of the village pancha¬ 
yats regarding the manner in which these should be disbursed. This 
procedure will not only ensure that financial benefits are more or less 
evenly distributed amongst different village panchayats but will also tend 
to give greater weightage to the news of the village panchayat in their 
actual disbursement. 

9.3. PANCHAYAT SAMITIS. 

9.3.1 Co-option of Members .—In a democratic institution it is 
desirable that considerably greater weight should be given to the views 
of the elected representatives and the members who are co-opted on these 
bodies should either represent the particular interests of the group they 
represent or assist the body, through their experience and knowledge, in 
arriving at equitable decisions in matters under their consideration. At 
present, it is noticed that a large percentage of the co-opted members 
occupy various elective posts in the Panchayat Samitis, including that of 
the Pradhan and Up-pradhan or the Chairmen of various Standing 
Committees. While there would be no objection to the co-opted members 
becoming Chairmen of Standing Committees dealing with activities 
in which they specialise, it would be very desirable that the posts of 
Pradhans and Up-pradhans arc occupied by those who are regularly 
elected through the processes of democracy. In view of these considera¬ 
tions, the following recommendations are made:— 

(i) Only the following persons should be co-opted as mem¬ 
bers of the Panchayat Samiti: 

One woman, if no woman is a member of the Panchayat 

Samiti 
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One person belonging to the scheduled castes, if no member 
of the Panchayat Samiti belongs to any of tliese castes. 

One person belonging to the scheduled tribes, provided the 
population of these tribes in the area of the Panchayat Samiti 
exceeds five per cent of the total population 

One person from amongst the members of the managing 
committees of the co-operative societies in the Block. 

The co-option of a ‘Kridii Nipun’ is considered redundant In 
view of the fact that several Sarpanchas are well conversant with 
the intricacies of agriculture and understand the problem w=ll. 
If any specialised knowledge is needed, they could obtain this 
from the officials of the Agriculture Department or even request 
progressive fanners of the area to attend the meetings of the 
Panchayat Samitis, whenever necessary. Progressive farmers 
could also be co-opted to the Production Standing Committees, if 
considered necessary and this would serve the purpose. 

The provision for the co-option of two persons with experience 
in administration, public life or rural development is not at all 
necessary in view of the fact that the expert advice of the official 
agencies attached to the Panchayat Samiti, and even higher officers, 
is always available to the Panchayat Samitis. Besides, it is obser¬ 
ved that the people co-opted under this provision are usually not 
better equipped to advise a Panchayat Samiti than most of the 
other members of the Panchayat Samiti themselves are. After 
careful consideration, therefore, the Committee feels that this 
provision should be deleted. 

(ii) For all purposes, the co-opted members should be treated 
as full-fledged members of the Panchayat Samitis but it is felt that 
they should not vote in the elections to the offices of Pradhan or 
Up-pradhan as naturally the group amongst the Sarpanchas which 
already has a majority in the Panchayat Samiti will co-oot 
members with leanings towards them and this will increase their 
majority artificially to even a greater extent. In order to allow 
the processes of democracy to work unhampered, it is desirable 
that Pradhans and Up-pradhans should be elected directly by the 
Sarpanchas and the ‘Pancha Members’ (as recommended in para 
9.3.2 below) from amongst themselves. In the case of motions of no 
confidence against these office bearers, the co-opted members 
should however, be permitted to cast their votes. 
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9.3.2 Election of Panchayat Samiti Members Through Proportional 
Representation Prom Amongst the Panchas. —In order to ensure that all 
shades of opinion are adequately represented in the Panchayat Samiti, 
it is recommended that Panchas should elect, on the basis of proportional 
representation, members of the Panchayat Samiti from amongst them¬ 
selves equivalent in number to 25 per cent of the total Sarpanch members 
of the Panchayat Samiti. The Panchas thus elected will be full-fledged 
members of the Panchayat Samiti for all purposes including the election 
of the Pradhan and the Up-pradhan. 

9.3.3 Making the Jurisdiction of Blocks a*'d Tehsils Co¬ 
terminus. —From administrative and several other points of view, it would 
be desirable to make Development Blocks and TeKsils co-terminus. It is 
appreciated fhat such a delimitation of boundaries will be difficult to 
carry out as long as the Development Blocks arc in different stages, but 
a phased programme should be drawn up for this purpose so that as and 
when Blocks are normalised, an effort should be made to make them 
co-terminus with the Tehsils. This measure will imply that there will 
only be one administrative unit at this level. Apart from the administra¬ 
tive convenience in all matters that is likely to result, the processes of 
planning and collection of statistics will be considerably facilitated. It 
will also lead to greater co-ordination and reduction in expenditure. 

9.3.4 Executive Matters. —It is felt that the Vikas Adhikari who 
is the chief executive officer of the Panchayat Samiti and is squarely 
responsible for the implementation of programmes in accordance with 
the directions of the Panchayat Samiti, has not been given sufficient 
powers over the other Panchayat Samiti staff so as to make him effective. 
This not only retards the implementation of development programmes but 
also often gives rise to a feeling of indiscipline amongst the staff attached 
to the Panchayat Samiti which is most undesirable. It is, therefore, 
essential that the Vikas Adhikari should be given adequate powers of 
disciplinary control over the staff. All powers exercised by Heads of 
Offices under the State Government with respect to the staff working 
under them should be given to the Vikas Adhikaris. This would imply 
that he should be given powers to inflict minor punishments on the 
ministerial staff, including teachers and village level workers attached with 
panchayat Samiti and full powers with respect to Class IV employees. 
With regard to Extension Officers, the Sta'e Government have already 
decided to delegate powers to district level officers to be exercised in 
consultation with the District Development Officers. This is a 
satisfactory arrangement. The Vikas Adhikari should, however, be 
empowered to inflict the penalty of censure on Extension Officers to 
•nable him to exercise better supervision and control over them. 
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9.3.5 It Is also necessary that all instructions to the Panchayat 
Samiti staff, including those from the Pradhan, should be issued through 
the Vikas Adhikari and not directly as in the interests of good adminis¬ 
tration, the maintenance of a single line of command is essential. The 
Pradhan could, of course, request the Vikas Adhikari to issue such 
directions to the staff as he thinks fit for the implementation of the 
decisions of the Panchayat Samiti. If the Vikas Adhikari feels that any 
orders or directions given by the Pradhan are illegal, irregular or not 
v.itJiin his competence, he should record his views in writing 
accordingly and resubmit the matter to the Pradhan for consideration. 
If even after considering the points of view expressed by the Vikas 
Adhikari, the Pradhan still feels that the orders or directions given by 
him are correct and that the matter lies within his powers, he should 
record his views accordingly and request the Vikas Adhikari to carry out 
the decision. The Vikas Adhikari should then comply with the wishes 
of the Pradhan. If, however, the Pradhan does not record his views in 
the manner indicated above, the Vikas Adhikari need not carry out his 
decision, but all such cases should be reported in detail and with reasons 
by the Vikas Adhikari to the Panchayat Samiti and the Collector of the 
district. The above procedure should be prescribed in the relevant rules 
governing the transaction of business in the Panchayat Samitis and it 
should be made incumbent for the Vikas Adhikaris to record their views 
when they differ with the Pradhan in matters of the nature described 
above. 

9.4 ZILA PARISHADS 

9.4.1 With regard to Zila Parishads, opinion in the Committee 
was divided as to whether they should be given executive powers or not. 
It was unanimously agreed that the Zila Parishads should not be streng¬ 
thened at the cost of the lower bodies i.e. the Panchayat Samitis and the 
village panchayats. The real difference of opinion was on the issue 
whether the Zila Parishads should be advisory or executive in character. 
One view was that in a system where there are three elective bodies 
situated so near each other as the Zila Parishads, Panchayat Samitis and 
Village Panchayats, only one of them should be made executively strong 
as otherwise there was great likelihood of friction developing between 
the different bodies which would undermine the very purpose that was in 
view when the scheme was launched. Since the Panchayat Samitis were 
sufficiently near the people as to reflect their desires and aspirations, and 
yet were administratively and economically viable enough to admit of 
proper planning in the administration of development programmes, it 
was felt that this was the most appropriate level to which the executive 
powers should be delegated. As a natural corollary, village panchayats 
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will have to function as subsidiary bodies to the Panchayat Samltls in 
developmental matters while in matters relating to local administration, 
they could function more or less independently. With most of the 
powers vested in the Panchayat Samitis, the Zila Parishapds could at best 
be a body of elders to watch the activities of the Panchayat Samitis and 
render suitable advice and guidance wherever necessary. The District 
Development Officer is already a member of the Zila Parishad and the 
services of the district level officers are also available to it for all 
purposes. This arrangement read with the provisions of the relevant 
acts and rules is sufficient to enable the Zila Parishads to discharge their 
duties efficiently. However, it was felt even by the group which held 
this opinion that in some matters lying within the purview of Panchayat 
Samitis, the functions of the Zila Parishads should not be only advisory, 
and it should be incumbent upon the Panchayat Samitis to carry out the 
decisions of the Zila Parishads in these spheres. Such matters would be; 

(i) Observance of national priorities in the preparation of 
long range and annual plans; 

(ii) Taking of adequate measures to ensure the welfare of the 
weaker sections of the community; 

(iii> To ensure that a certain minimum level of development 
was achieved in all areas in the district; 

(iv) To make necessary arrangements for training of both 
officials and non-officials in keeping with the general directives of 
the State Government. 

9.4.2 The Zila Parishads are already being consulted by the 
State Government in the preparation and execution of plans relating to 
the district. The link between the State Government and the 7na 
Parishads in this sphere should be further strengthened. 

9.4.3 The views of Shri H. C. Mathur on the subject arc repro¬ 
duced below:— 

“Panchayati Raj Institutions are not what we had visualised or 
dreamt about. Inspite of loud acclamations in favour of these 
institutions, there appears to be great reservation when the question 
of parting of real power and resources comes in. We had no expe¬ 
rience when we pioneered the revolutionary movement but since 
then much water has flown down the Ganges. Many States have 
gone ahead and Maharashtra and Gujrat in particular have virtually 
established District Governments. As a consequence eventually the 



importance and authority of State Government will have to fade 

away considerably. 

9.4.4 "In our pattern Zila Parishads are more than useless because 
they not only involve wastage but introduce inefficient bodies which mean 
frustration to the non-officials and irritate the officials and hinder their 
work. There is diarchy and dichotomy. There are conflicts and 
tensions. 

9.4.5 “All concerned whom I met, they were a large number of 
Collectors, BJ).0’s., Pramukhs, Pradhans, M.P’s. and M.L A’s., were clear 
and unanimous in their views that Zila Parishads as they stand are 
useless. 

9.4.6 “New All India Services which we have agreed to constitute 
will also have their impact, and will have to be considered. 

9A.1 “We must place greater resources at the disposal of these 
instituaions and give substance to them or till we are prepared to do so, 
we may abolish them”. 

9.4,8 Shri P. K. Chaudhary did not associate himself with the 
views expressed by the Committee. He felt that since he was a member 
of another committee which was going into these matters in detail, he 
would like to reserve his opinion on the subject. 



B. MUNICIPAL ADMINISTRATION 

9.5.1 It was the unanimous opinion of the Committee that there 
was considerable room for improvement in the functioning of the 
municipalities in the Stale. Somehow most of these bodies sufferred 
from the consequences of factionalism and group rivalries. In some 
cases this tendency was accentuated to such an extent that it brought 
the work of the municipalities more or less to a stand-still. Of course, 
there are exceptions, but comparatively very few in number. The 
financial position of most of the smaller municipalities was not at all 
satisfactory with the result that, apart from routine municipal functions 
such as maintenance of cleanliness, and provision of lights in public 
m'^LS, they were able to undertake very few of the other activities assign¬ 
ed to them. The development works undertaken by even the comparatively 
bigger municipalities are limited in number and far less than desirable. 
Due to the paucity of funds, and consequently poor pay scales, as well 
as due to insecurity in service, the calibre of the persons drawn into the 
municipal service was generally not upto the mark with the result that 
its performance suffered. It is in the light of all these considerations 
tb^t the following recommendations are made with regard to the 
improvement of municipal administration. 

9.6 TERM OF OFFICE 

9.6.1 In view of the fact that general elections to the Parliament 
and State Legislature are held once every five years and the period of 
reference for planning purposes is also five years, it would be desirable 
that the term of office of the elected representatives of the local bodies 
in both urban and rural areas should also be five years. In the case 
of those bodies which largely discharge administrative and development 
functions, it is all the more important that the term of office should be 
sufficient to permit the elected representatives to take effective action 
for the development of the area during their tenure in office. Reduction 
in the frequency in elections would also result in economy to the State 
exchequer (approximately Rs. 45 lakhs for each such election). In 
view of all these considerations, it is recommended that the term of 
office of municipalities and Panchayati Raj institutions should be five 
years instead of three as at present. From the point of view of 
administrativ# convenience, it is recommended that the elections to these 
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oodics should be held together hall-way in between to general elections. 
The holding of the general elections and the elections to the local bodies 
separately is also necessary in view of the fact that the issues involved 
in the general elections are materially different from those involved in 
the elections to local bodies and it would be desirable to permit the 
voters to consider these issues separately on their own merits. Holding 
of both these elections jointly would only tend to confuse the issues and 
the voters. 

9.7 COMPOSITION OF MUNICIPAL BOARDS. 

9.7.1 Apart from the elected representatives, it is desirable that 
the municipal boards should have the benefit of expert advice with 
regard to its important activities. It is, therefore, recommended that 
the following may be nominated by the State Government as non-voting 
members of all municipal boards:— 

(l) a person with adequate administrative experience; 

(ii) An educationist; 

(iii> An Engineer; and 
(iv) A doctor. 

9.7.2 If no person, who resides in the area is adequately qualified 
to be nominated in categories fii), (iii) and (iv) above, the government 
may agree to make available the advice of resident government servants 
of the departments in question to the municipal boards by appointing 
Stem as consultants, They may be given some allowance for this 
purpose. The district level officers concerned should be permitted to 
appoint consultants to the municipal boards in this manner in 
consultation with the District Collectors. 

9.8 ELECTION COMMISSION. 

9.8.1 It is desirable that elections to local bodies, both urban 
and rural, should be conducted by an independent statutory authority. 
It is, therefore, recommended that a statutory post of Election 
Commissioner should be constituted for this purpose He should hold 
office for a period of two years when (he general elections to local 
bodies are due to be held. The Election Department of the State 
Government should provide him with administrative assistance in this 
matter. This office should be held by an officer of the Indian Adminis¬ 
trative Service or the Rajasthan Higher Judicial Service, who is over 56 
years of age and, therefore, due to retire after holding this office or who 
has already retired from government service. 
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9.9 ADMINISTRATIVE MATTERS. 

9.9.1 Distinction between the policy jormulatiun and execution .— 
is observed that at present the municipal boards do not maintain a proper 
distinction between policy formulation and execution. It should be 
statutorily laid down that while the Board as such should formulatfe 
policies, the execution of its decisions and the implementation of 
development programmes should be squarely the responsibility of the 
Chief Executive Officer of the Board and he should be given adequate 
powers to discharge these functions effectively. While the Board or its 
standing committees may review periodically the progress of implementa¬ 
tion of various decisions and schemes, it should not interfere with day- 
to-day administration. The division of responsibility between the 
Municipal Boards and the Chief Executive Officers should be clearly and 
distinctly made in the relevant enactment to avoid ambiguity. The 
relationship between the municipal boards and the Executive Officers 
should be more or less on the same lines as that between the Panchayat 
Samitis and the Vikas Adhikaris. In view of this suggestion, it is also 
necessary that the status of the Executive Officers of the Municipal 
Boards should be suitably raised. The following recommendations are 
made in this respect:— - 

(i) In the Jaipur Municipality, the post of Municipal 
Commissioner should be held by an officer belonging to either the- 
Indian Administrative Service or one who is in the Selection 
Grade of the Rajasthan Administrative Service. 

(ii) The Executive Officers of all Class I Municipalities 
should, for the time being, be officers in the senior scale of the 
Rajasthan Administrative Service. Subsequently, when the 
persons with adequate experience and qualifications are available 
in the Municipal Services, they may be appointed against three of 
these posts, the other posts continuing with officers of the 
Rajasthan Administrative Service. 

(iii) For Class II Municipalities, there should be a separate 
State Service from which the Executive Officers should be drawn 
on deputation. These Officers will be eligible for promotion as 
Executive Officers of Class I Municipalities as indicated at item 
(ii) above. 

(iv) Municipalities in Classes III, IV and V cannot afford the 
services of a whole-time Executive Officer of the requisite qualifica¬ 
tions and experience, as such, they are employing Secretaries at 
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present and the Chairmen of these Municipalities themselves 
supervise the executive work. This is not a satisfactory 
arrangement. 

It is recommended that any gazetted officer stationed in the area 
of the Municipal Board or a Naib Tehsildar posted in the Tehsil 
having jurisdiction may be designated as ex-officio executive officer 
of such a Municipal Board. For this additional duty, they may be 
given some allowance. The Secretaries of these Municipalities 
should assist the Executive Officers in the discharge of their duties 
and should function directly under their supervision and control. 
The office assistance to the Municipal Boards may. however, 
continue to be rendered by the Secretaries in order to avoid an 
unduly heavy work-load with the Executive Officers. 

With regard to the post in the Subordinate Services under the 
Municipal Boards, it is noticed that very often the calibre and 
experience of the persons employed is not of the requisite standard 
with the result that the services rendered by the Board suffered, 
It is, therefore, recommended that officers of equivalent status 
in the Subordinate Services of the State should be taken on deputa¬ 
tion in order to ensure that qualified persons with the requisite 
training and experience man these posts. 

9.9.2 Complaints and Disciplinary Action against Elected Represen¬ 
tatives .—Enquiries into complaints against elected representatives and 
the taking of disciplinary action against them is really a semi-judicial 
process and should be conducted by an agency in the nature of an 
administrative tribunal. In order to avoid additional expenditure, it is 
recommended that the Board of Revenue may be declared to be the 
administrative tribunal for this purpose and it should be treated as the 
linal administrative authority with regard to disciplinary action against 
elected representatives, including their suspension or removal from office. 

9.9.3 It is, however, not desirable that all complaints and cases of 
disciplinary action against elected representatives should be referred at 
the first instance to the Board of Revenue as, apart from other considera¬ 
tions, this will add substantially to its work-load. It is, therefore, 
recommended that District Tribunals should be two-member tribunals 
comprising the Collector and the District and Sessions Judge. It may 
be mentioned here that the views of the High Court were invited in this 
connection and they have agreed to the appointment of the District and 
Sessions Judges on these Tribunals vide their letter No. Gen./XV/4Q/63/ 
7S70, dated the 27th August, 1968 addressed to the Committee. 
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9.9.4 Powers should be delegated for the removal of elected 
representatives for reasons which may ber prescribed, to the following':— 

(i) Panchas The District Collector, (as at 

present). 

(ii) Sarpanchae and Members of District Tribunal willi an appeal 
Panohayat Samities and Muni- io Ibe State Tribunal, 
cipal Boards. 

(tu) Chairman of Municipal Boards of District Tribunal with an appeal 
cities with a population of less to the Sta^e Tribunal, 
than one lakh. 

(t«) Chairmen of Municipal Boards of Two-membtr bench of the Board 
cities with a pop il tion of one of Revenue with an appeal to the 
lakh and above. full Board. 

9.9.5 Disciplinary action against the Pramukhs, the Pradhans and 
the members of the Zila Parishads should continue to lie within the 
purview of the State Government as at present. 

9.9.6 Once an elected representative is removed from office as a 
measure of disciplinary action, he should be debarred from seeking 
re-election for a period of five years. 

9.9.7 Appointment of Administrators.—lt has been noticed that in 
some cases non-officials have been appointed as Administrators of 
Municipal Boards. This is not a desirable practice in view of the fact 
that non-officials who are residents of the area are often affiliated to one 
group or the other and, therefore, cannot function independently and 
without bias. It is, therefore, recommended that whenever Municipal 
Boards are superseded or their terms expire, before new elections are 
held, only government servants should be appointed as Administrators. 

9.9.8 Inspections .—The Director of Local Bodies is also ex-officio 
Deputy Secretary to the Government in the Local Self-Government 
Department. He, therefore, has a substantial work-load. With the 
abolition of the posts of Regional Inspectors and Assistant Inspectors, the 
arrangements for the inspection of Municipal Boards need to be 
strengthened. For this purpose, as well as for enquiring into serious 
complaints against Municipal Boards or its employees, it is recommended 
that a post of Deputy Director, Local Bodies should be created. This 
post should be encadred in the Rajasthan Administrative Service. This 



178 


officer should inspect annually all Municipal Boards of towns with a 
population of more than 50,000 persons and enquire into such complaints 
as may be referred to him by the Director of Local Bodies. 

9.9.9 The inspections of other Municipal Boards should be 
conducted by the following:— 

(i) Collectors and Additional Collectors —Between them they 
should inspect Municipal Boards with a population between 25,000 
and 50,000 at least once a year and those with a population of less 
than 25,000 at least once in two years, 

(ii) Sub-Divisional Officers —They should inspect the offices of 
Municipal Boards with a population of less than 50,000 at least 
once a year. 

9.10 ADMINISTRATION OF ABADI LANDS 

9.10.1 It is essential that town plans should be prepared for all 
Municipal towns as expeditiously as possible, as without these plans their 
growth is liable to be unsystematic and uneven eind in some cases, even 
unhygienic. Once buildings and roads are constructed, it is difficult to 
rectify any mistakes that may have been committed with regard to their 
planning. If detailed scientific town plans cannot be prepared urgently 
for want of adequate staff, at least skeleton plans for all municipal towns 
should be prepared by the State Town Planning Organisation within a 
year or so. The Municipal Boards may be directed to administer the 
abadi lands strictly in accordance with' these town plans. 

9.10.2 It is noticed that often the Municipal Boards do not take 
effective action to prevent unauthorised encroachments on abadi lands. 
This not only results in loss of revenue to Municipal Boards, but also 
leads to the haphazard development of towns and cities. It is, therefore, 
recommended that firstly, the Collector may be authorised to remove 
unauthorised encroachments on municipal lands, if even after the notice 
the Municipal Board does not take action in the matter within the specified 
period and secondly, all Municipalities should be required ’o conduct an 
annual survey of municipal lands and send a certificate to the Director of 
l.ocal Bodies to the effect that they have satisfied themselves through 
complete inspection of all vacant abadi lands that there are no un¬ 
authorised encroachments other than those in which action has been 
initiated by them. A list of cases in which such action has been initiated 
by the Municipal Boards should be appended with this certificate and a 
copy of the certificate should also be endorsed to the Collector. 
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9.11 PREPARATION OF DEVELOPMENT PLANS. 

9.11.1 It is desirable that an element of planning should be 
introduced in the developmental activities undertaken by Municipal 
Boards. Since the revenue from the prescribed grants given by the State 
Ciovernment, as well as from the compulsory taxes which are levied by 
the Municipal Boards, can be accurately estimated, it should not be 
difficult for the Municipal Boards to prepare five year development plans 
for their guidance. While preparing these plans, as approximate in 
estimation as poss(ible, may be made of the income that is 
likely to accrue from the sale of land, levy of optional taxes and sources 
other than those indicated above. After ratification by the Municipal 
Boards, these development plans should be sent to the State Government 
foi approval. Once approved, annual development plans should be 
prepared by the Municipal Boards in the light of the provisions made in 
these five yearly plans and while approving the budget, the fact that this 
has been done should be ensured. 

9.12 CONSTITUTION OF URBAN COMMUNITY DEVELOPMENT BLOCKS 

9.12.1 The Committee notes that the State Government have 
already accepted the idea of constituting Urban Community Development 
Blocks in all Municipal areas. This would be a very healthy step in the 
development of urban areas and the scheme should be given effect to as 
early as possible. 

9.13 FINANCIAL MATTERS. 

9.13.1 The State Government has already appointed a separate 
Committee which is examining the financial position of Municipal Boards 
and making recommendations in this respect. This aspect of Municipal 
administration, therefore, has not been examined in detail by this Com¬ 
mittee. However, it is recommended that assistance to the Municipal 
Boards in the form of grants and loans should be given on the basis of 
the following criteria;— 

(i) Within the same class of Municipalities, a certain propor¬ 
tion of the assistance should be allotted purely on poj.ulation basis. 

(ii) To some extent, the assistance should be related to the 
voluntary taxation efforts of the Municipal Boards (not taking into 
consideration the compulsory taxes that have to be levied by them). 

(iii> A certain percentage of the assistance should be related 
to local conditions obtaining in each town or city, but this should 
not be more than 25% of the total assistance. 
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(iv) At present considerable difficulties are experienced by the 
Municipal Boards in the implementation of their schemes due to 
the delay involved in obtaining the approval of the State Govern¬ 
ment to their annual budgets. The Municipal Boards should b* 
authorised to pass their own budgets through a majority vote and 
a copy of the budget may be sent to the State Government for 
information. If the State Government make any comments or 
suggestions, these should be communicated to the Municipal Board 
and their decisions notified to the State Government. Apart from 
elimination of delays in the approval of the budgets, even in 
principle, this degree of autonomy to Municipal Boards is a 
desirable feature. 

9.14 WELFARE OF MUNICIPAL SERVICES. 

9.14.1 It is recommended that all Municipal Boards should ba 
required to take adequate steps to ensure the welfare of their employees 
and the labourers employed by them. The labour Department of the 
State Government may advise the Municipalities in this respect and give 
them appropriate assistance. 

9.15 OCTROI BARRIERS. 

9.15.1 While it is difficult to dispense with octroi barriers under 
the present circumstances, it is desirable that harassment caused to the 
traffic passing through municipal towns on this account should be avoided. 
For national highways, it is already prescribed that road diversions for 
abadi areas should be constructed. This procedure should be 
followed for state highways and other important thorough fares too. 





CHAPTER X 


PUBLIC RELATIONS 

10.1.1 In a country which has based its system of government on the 
ideals of democracy and a welfare state, public relations assume great 
significance. In a wider perspective, public relations enfold all aspects 
of the relationship between the State and the people, and are necessarily 
an important and integral feature of administration. 

10.1.2 Broadly, the objectives of public relations may be defined as 
follows: 


(i) Informing the people regarding the objectives, policies and 
programmes of the State Government; 

(ii) Ensuring that in all matters in which the citizens have to 
approach any of the agencies of the State for relief, they are 
adequately received and attended to; 

(iii) Educating the people regarding their rights, responsibilities 
and duties and developing in the citizens a sense of civic and 
social responsibility. 

(iv) Making adequate arrangements for the examination of 
suggestions or complaints made and grievances expressed by the 
people in relation to the functioning of the administration. 

10.1.3 Keeping in view the above objectives, the following recom¬ 
mendations are made: 

10.2 THE STATE PUBLIC RELATIONS DEPARTMENT 

10.2.1 It is appreciated that in its present form this department is 
of recent origin and is yet being developed. It must, however, be observed 
that till now it has largely concentrated its efforts on collection and 
dissemination of news and what may be termed as ‘State Publicity’. Even 
in these activities, its impact on the rural areas has not been very signifi¬ 
cant. The shortage of staff and publicity equipment have, of course, 
been the limiting factors in this connection. As long as the funds with 
the State Government for developmental activities are limited and a large 
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number of other activities have to be given importance, these shortages 
will naturally continue. It would, therefore, be appropriate for the Public 
Relations Department to act more or less as a technical and advisory 
department to all other departments of the government and thereby 
assist them in organising their own public relations activities through the 
tiormal departmental agencies. Public relations is a legitimate function 
cf all civil servants and in the course of the discharge of their normal 
duties, they should devote adequate time and attention to this matter also. 
The Public Relations Department should, therefore, advise the other Heads 
of Departments regarding the manner in which public relations activities 
should be organised and developed. Each Head of the Department 
should appoint one of the officers at headquarters as officer-in*chargc of 
public relations and it should be primarily bis duly to ensure that public 
relations activities receive adequate attention in the department. 

The Head of the Department should review the progress in this 
direction at least once in a quarter and also when he holds periodical 
meetings with his departmental officers. An officer of the Public Relations 
Department may also be invited to these meetings for this purpose. 
The Director of Public Relations should also convene meetings once in 
a (juarter or so of the officer-in-charge of public relations in different 
departments and take necessary steps to co-ordinate and strengthen the 
public relations activities of these departments. 

10.2.2 The public relations programmes in the rural areas have 
to be considerably strengthened. It is not feasible at this stage to appoint 
additional staff for this purpose and, therefore, the normal block agencies 
should be properly utilised. One of the important functions of the 
Extension Officers is to educate the people with regard to the activities 
undertaken by the Panchayat Samitis and also to assess their reactions to 
the programmes implemented by the State Government or the Panchayat 
Samitis. It is noticed that Extension Officers do not pay adequate 
attention to this matter. It is, therefore, necessary that explicit instruc¬ 
tions should be issued to all Extension Officers to ensure that they do 
devote adequate attention to this matter. The progress in this direction 
should be discussed by the Public Relations Officer of the district with 
the Vikas Adhikaris and the Extension Officers in the course of his tours 
and he should submit a monthly report to the Collector informing him 
of the position. The Collectors should ensure that the public relations 
v’ork in the district receives adequate attention of all levels. 

10.2.3 The Public Relations Department should concentrate more 
on its educative and reformatory roles than it is doing at present. With 
the restriction in the size of the Social Education Etepartmeot, this 
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function should largely devolve upon the Public Relations Department. 
In a country which is tjrying to bring about a social and 
economic revolution through progressive legislation and developmental 
activities, especially in view of the fact that a large portion of its popula¬ 
tion being poor and illiterate and having no access to the media of 
communication available to the more educated classes, education through 
public relations activities assumes considerable importance. Unless the 
people are able to fully appreciate the objectives behind government 
policies and programmes, these are not likely to have the desired measure 
of impact. 

10.2.4 The Government of India maintain separate field publicity 
units even in the States and it is observed that there is little or no co¬ 
ordination between them and the State Public Relations Department. 
Prima facie, it should be possible for the State Government to carry out 
tne publicity programmes on behalf of the Government of India also 
through its normal agencies and all that the Government of India need 
appoint for this purpose is a Liaison Officer. The publicity equipment 
and material required for the purpose may be sent to the States directly 
by the Government of India. This will not only improve the means at 
present available with the State Governments with their limited resources 
for publicity, but will also bring about adequate co-ordinatiem between 
the publicity programmes of the Centre and the States. This matter may 
be taken up with the Government of India and an appropriate decision 
arrived at. If, however, the Government of India are, for some reasons, 
hesitant to accept the proposal, ways and means should immediately be 
devised to bring about as large a measure of co-ordination between the 
two publicity units as possible. 

10.2.5 Whenever the State Government adopts new legislative 
measures or takes policy decisions which affect the common people, 
necessary action to ensure that these measures or decisions are widely 
and effectively publicised for the information of the people should 
simultaneously be taken. The lull impact of these measures is often not 
achieved merely because a large section of the people remain ignorant 
of them. 


10.3 RECEPTION ARRANGEMENTS 

10.3.1 One of the things which proves to be most irksome to the 
common man is the harrassment involved in his approaching various 
offices of the government even for relief which is legitimately due to him. 
Whether it is a question of depositing fees for renewal of licences, 
payment of sales tax dues, applying for a permit for controlled ewnmodi- 
tics or even enquiring about the decision taken on an application 
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submitted by him, he often has to wait long hours and find his way 
through a maze of officials before he can expect his mission to be accom¬ 
plished. It is difficult to pinpoint the reasons responsible for this state 
of affairs, but in brief they may be stated as follows; Prescription of 
involved and unnecessarily lengthy procedures, over-work or indifference 
on the part of the officials responsible for attending to the public in such 
matters, inadequate reception arrangements and, in some cases, the use 
of corrupt practices. Government must take firm steps to remedy the 
situation. It would be worthwhile to appoint a special committee to 
examine the procedures followed by different government offices in 
matters which involve direct dealings with the public and to suggest 
suitable methods of rationalising them to enable the Government to meet 
out prompt and effective relief to the people. Suggestions have been 
made by this Committee elsewhere in the report for the elimination of 
procedural delays and dealing with careless or corrupt officials. With 
regard to the reception arrangements for those who visit public offices, 
the following recommendations are made;— 

10.3.2 (a) Receptionist .—A separate post of Receptionist should 
be sanctioned for all government offices which have substantial public 
dealings. His status may be that of an Uppe; Division Qerk or a Lower 
Division Clerk depending on the nature of work and the status of the 
office. In offices where it is anticipated that the Receptionist will not 
have whole-time work, one of the officials in the normal establishment 
may be deputed to work as Receptionist in addition to some other duties 
which may be assigned to him, and he may be given a special pay of 
Rs, 15/- per mensem for this purpose. If the office in question is 
equipped with telephones, the Receptionist should also be provided with 
an internal telephone connecting him with the different officers and 
sections in the office, so that he may be able to arrange interviews and 
elucidate such information as may be necessary without undue delay. 
The Receptionist should also be provided with one or more Class IV 
servants, depending on his workload. When a person having business 
with the office in question comes to the Receptionist, he should make 
polite enquiries regarding the nature of his business. If he desires to 
meet any officer in connection with the official business, he may be 
requested to write his name, occupation and nature of his business in 
brief in the Reception Register, and thereafter, the Receptionist may 
contact the officer concerned on telephone and obtain a suitable time 
from him for an interview. During visiting hours such interviews should 
be granted with as little time-lapse as possible. The Receptionist should 
then send a slip to the officer indicating the particulars mentioned in the 
Reception Register so that the officer may call for the case and study 
it before he talks to the visitor. He should so fix the time of the interview 
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as to allow him suflicient time to study the case. If the visitor expresses 
a desire to come on any other date for the purpose in question, the 
Receptionist may ascertain the convenience of the officer concerned and 
tix his appointment accordingly. If no reference to any file is required, 
the officer should give an interview as early as possible after the request 
is made. At the appointed time, the visitor should be permitted to meet 
the officer, who should give him such information as may be desirable. 
The work of the Receptionist should be immediately supervised by the 
Registrar in the Secretariat, and by the Office Superintendents or Head 
Clerks in the departmental offices. Normally visitors should not be 
permitted to meet any official below the Section Officer in the Secretariat 
or the Office Superintendent or the Head Clerk in departmental offices for 
enquiring about any official business. In case of doubt or difficulty, the 
Receptionist should permit the visitor to meet the concerned Section 
Officer or the Office Superintendent or the Head Clerk, as the case may 
be, to elicit such information as he may desire. If the case is still pending 
consideration, no information may be given to a visitor without the 
permission of the Head of Office. Even with respect to disposed of cases, 
information of such nature as may be indicated by the Head of Office, 
should not be communicated to the applicants without his permission. 
However, normally, the decision taken on an application should be 
communicated to the applicant, either verbally when he visits the office, 
or in writing. 

10.3.3 Apart from attending to the visitors who come to the office 
and giving them appropriate guidance, the Receptionist should maintain 
a ready stock of all standard application and other forms, saleable or 
otherwise, which are normally required in connection with the business 
dealt with in the office and these he should supply to the visitors on 
demand. In this connection, it is recommended that each Head of the 
Department should devise suitable standard forms for applications which 
are normally submitted by members of the public to various offices under 
the department and these should be got printed. The forms should 
provide adequate space for entering of the relevant particulars, which will 
require examination before a decision is taken in the matter. To cover 
the cost of stationery and printing and service charges, these forms may 
be sold to the public at a nominal price. In these forms, sufficient space 
should be provided at the bottom or on the next page for the comments 
of the office and the orders of the competent officer. While the nature of 
forms to be standardised in this manner will have to be decided by each 
department separately, it is recommended that rill forms for li^oes, 
their renewal, issue of permits for controlled commodities, deposit of 
government dues and such like must be standardised. A specimen 
application form for the allotment of iron & steel controlled commodities 
is annexed at Appendix XXXm. 
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10.3.4 (b) Reception Room .—^All government offices should have 
adequate arrangements for the seating of visitors. The offices which have 
substantial public dealings, specially those for which a separate post of a 
Receptionist is sanctioned, should have a separate reception room or 
at least a reception counter. The reception room or the place adjoining 
the counter should be furnished with adequate number of tables, chairs and 
benches and, as far as possible, should also have a bath-room attached. 
The reception rooms should also be equipped with government publications 
of interest to the people and other publicity material. Basic facilities such 
as drinking water, fans etc. in summer should also be provided. Suitable 
additions and alterations may be carried out in the existing buildings 
used for government offices to provide for reception rooms or counters. 
For the future, reception rooms should form an integral part of the 
standard plans for government offices so that no difficulty is felt in this 
respect. 

10.3.5 In particular, it is recommended that whole-time posts of 
Receptionists should be created and reception rooms provided fdr the 
following offices:— 

Secretariat, 

Directorate of Industries, 

Directorate of Agriculture, 

Office of the Chief Engineer, Public Works Department 
(Buildings & Roads), 

Office of the Registrar, Co-operative Societies, 

All ‘A’ & ‘B’ Qass Collectorates, and 

Treasuries at Jaipur, Ajmer, Udaipur, Jodhpur, Kota and 
Bikaner. 

10.3.6 Part-time posts of Receptionists may be created in the 
following departments. If it is not possible to construct sepeurate 
reception rooms in them, at least reception counters should be provided:— 

All ‘C’ Class Collectorates, 

Offices of the Regional and Assistant Regional Transport 
Officers. 

10.3.7 In all courts proper seating arrangements for the counsels, 
witnesses and litigants should be made, as it is observed that there is 
often a considerable dearth of these at present. 
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10.3.8 It is extremely important to select a perron with the ^ght 
bent of mind as Receptionist. He should have pleasa*rf manners and be 
courteous and sympathetic in approach. The Rcc«|)tionists may also be 
given special training, which may be organised jointl)^ by the Public 
Relations Department and the Organisation and Methods Division. 

10.4 COMPLAINTS, SUGGESTIONS AND PUBLIC GRIEVANCES. 

10.4.1 (a) Complaints and Suggestions Boxes. —^The Receptionist 
should also maintain a Complaint or Suggestion Box, the keys t'j which 
should be in the personal custody of the Head of Office, Such persons 
as may so desire may be permitted to drop their suggestions or complaints 
in' these boxes. The Heads of Offices concerned should examine all the 
applications dropped in it. No action need be taken regarding anonymous 
or frivolous applications, but other applications should be enquired into 
by him and suitable action taken. 

10.4.2 (b; Conduct of Inquiries.~-As far as possible all field 
officers should inquire into complaints received by them on the spot in 
the course of their tours. Advance notice of the visits of the officers 
concerned should be given to the complainants and they may be requested 
to produce such evidence as they may desire in (he matter. However, if 
the complaint is against a government servant it would be desirable to 
hold confidential inquiries, first to ascertain whether there is prima facie 
any substance in the complaint and formal inquiries should only be 
initiated thereafter, as malicious complaints primarily meant to humiliate 
and embarrass government servants are not very uncommon. Even if 
after the preliminary inquiry, the officer concerned feels that a formal 
inquiry should be conducted in the matter, such an inquiry should 
normally not be conducted in the public view but in confidence. It would 
also be appropriate for such inquiries to be conducted at a place other 
than in the office of the defaulting government servant. 

10.4.3 (c) Powers of Collectors to Enquire into Complaints, —The 
District Collectors should be invested with special powers to enquire into 
complaints against any government agency at the district level. For this 
purpose, they should be authorised to call for files and necessary informa¬ 
tion from the office of any district level officer or an officer subordinate to 
him. Files obtained in such a manner should normally be returned to 
the department concerned within a week to avoid dislocation of work, 
unless it forms part of the evidence in the inquiry. 

10.4.4 Routine complaints received by the Collector may be sent 
by him to the departmental officers concerned for disposal and, if neceuary. 
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he may also request them to intimate the results of inquiry to him. 
However, in matters which he considers to be important, he may proceed 
to conduct a preliminary inquiry himself. Such inquiries may be made 
either through the agencies directly subordinate to the Collector or the 
appropriate departmental agencies. Complaints regarding corruption 
may be got enquired into through the Anti-Corruption Department and 
complaints regarding criminal offences through the District Police. The 
agencies to which the complaint is referred by the Collector should 
complete the inquiries within reasonable time and report their conclusions 
to him along with necessary records. It is, however, felt that the 
Collector should have at his disposal an independent agency for having 
such inquiries made. It is, therefore, recommended that eight posts in 
The normal time‘-^ale of the Rajasthan Administrative Service may be 
created for the appointment of ‘General Assistants’ to i.:e Collectors. 
These officers should also assist the Collector with regard to inquiries 
relating to local bodies and in matters connected with the IMstric* Public 
Relations Committees. The jurisdiction of these officers may be as 


follows:— 

S.No. 

He-'idquarters. 

District covered- 

1. 

KotM. 

Kota, Bundi, Jhalawar, and Tonk. 

2, 

Jaipur. 

Jaipur, Jhunjhuaun, and Sikar. 

3. 

Bhaiatpur. 

Bharatpur, Alwar, and Sawai-Madho- 
pur. 

4. 

Bikaner. 

Bikaner, Churn, and Ganganagar. 

5. 

Jodhpur. 

Jocilipur, Nagaur, Barmer, and Jaisal- 
mer. 

6. 

Pali. 

Pali, Sirohi, and Jalote. 

7. 

Udaipur. 

Udaipur, Banswaia, and Dungarpur. 

8 . 

Ajmer. 

Ajmer, BhJwaia, and Chitlorgarh. 
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CHAPTBR I 

INTKODUCTION 


1. There is need for a continuous study of 1.3.1 
processes of administration, and wherever 
possible, introducing reforms in them. 

CHAPTER lU 

PART A 

Qbnebal 

2. The quality of the human element and the 3.1.1 
maimer in which it is handled has a deep 

impact on the administration. Competence, 
integrity and team-work of the Cabinet cast 
their reflection throughout the administration. 

These aspects, therefore, need careful attention. 

3. Cabinets should be small and compact. 3.1.2 

4. The ministers should decide policies, draw up 3.1.3 
programme and priorities, give general direc¬ 
tions and exercise supervision and control, but 

should permit the civil servant to execute the 
policies and programmes of the government, 
unhindered, encourage initiative amongst them 
and ensure that they exercise fully the powers 
that have been delegated to them at all levels. 

5. There should be courtesy and respect for 3.1.4 

people’s representatives and full consideration 

should be given to their views, but under no 
circumstances should administrative principles 
be sacrificed or tampered with. 

j In the matter of postings and transfers of 3.1.6 

government servants extraneous considerations 
and outside influences must not be permitted 
to play any part, 
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7. Well defined procedures should be devised to 3.1.6 
ensure that individual responsibility is fixed 

for specific lapses. 

8. Before a decision is taken by the government, 3.2.1 
the direct and indirect effects of the decision 

on the administration and the people, both 
immediate and longrange, and the manner in 
which the decision is proposed to be imple¬ 
mented should be carefully considered. 

"f. Adequate arrangements should be made for 3.2.2 

watching and periodically reviewing the im¬ 
plementation of important decisions. 

10. Before a formal decision is taken in the 3.3.1 

Cabinet all the relevant aspects of the matter 

should first be examined in the department 
concerned and their view brought to the 
notice of the Cabinet, so that these may be 
taken into consideration while taking the 
decision. 

11. Important grievances of the people should 3.4.1 

receive the attention of the Staio Government 

and the Chief Secretary should put up a 
quarterly report in this respect to the Cabinet. 

12. The Ministers should specify dates on which 3.,S 1 

they will be available at the State headquarters 

so that the citizens who come from outside to 
meet them may plan their visits accordingly. 

Advance information should be sent by the 
Ministers regarding their tour, so that citizen.s 
may take full advantage of their presence in 
their districts, 

13. The Chief Minister may have monthly 3.6.1 

press conference at which he may explain 

the important decisions of the government 
and clarify issues raised by press correspon¬ 
dents relating to matters of public inteicst. 

14. The Cabinet Secretariat should be suitably 3.7.1 

strengthened to ensure that such information 

as may require the attention cf the Cabinet 
is obtained, analysed and submitted to the 
Cabinet in time. 

15. In order to guide the planning and dove- 3.8.1 

lopmental activities of the State and advise to 
the Council of Ministers in this respect, a 3.8.9 
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Planning and Development Commission should 
be set up. 

16. The assignment of portfolios to Ministers and 3.9,1 

Deputy Ministers should, to the extent and 

possible, be made on the principle that 3.15.2 

inter-related or allied departments are 

under the charge of the same Minister or 
Deputy Minister. 

17. The assignment of departments to the 3.9.4 

Secretaries should be based on the principig and 

that inter-related departments are with the 3.15.3 

same Secretary. 

18. In order to bring about effective co-ordination 3.9.5 

in activities relating to rural development, and 

the Development Commissioner should be 3.23.1 

designated as the Principal Secretary of the 
departments concerned with rural development. 

19. The Heads of Departments Class I may be 3.9.6 

permitted to meet the Chief Secretary once 

every quarter to discuss the broad features of 
their departmental activities and the progress 
of their departmental programmes. 

20. The Heads of Departments should convene 3.9.7 

meetings of the regional and district level 

officers at least twice a year to review the 
progress of departmental activities and resolve 
difficulties. 
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21. Official meetings should be purposeful and 3.9.8 23 

effective. 

22. In the matter of co-ordination, the attitudes 3.9.9 23 

of the civil servants working in related depart- & 

ments play an important part and should be 3.9.10 24 

given due emphasis. 

23. The territorial jurisdictions of administrative 3.10.1 24 

units should be rationally reorganised. to Sc 

3.10.3 25 

24. A statutory Administrative Tribunal should 3.11.1, 25, 

be constituted for the disposal of judicial and 3.11.2 26 

semi-judicial matters which are at present & & 

attended to by the government. To some 3.15.6 39 

extent, cases of this nature should be trans¬ 
ferred to the Board of Revenue, 
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PART B 

Thk Pbopijc and the Government 

25. In order to provide a forum for the redress 3.12.1 
of the legitimate grievances of the people to 
against the executive actions of the govern- 3.13.26 
ment, which are considered to be illegal. 

unjust, arbitrary or flagrantly violative of 
existing rules or established precedents, a 
Commissioner for the Legislature, designated 
as the Ombudsman, should he appointed in 
the State. 

26. Advisory Committees should function effec- 3.14,2 
lively. Their membership should be restricted 

and their functions should be well defined 
and should not overlap with those of other 
advisory committees. 

27. In order to advice the government regarding 3.14.4 
its technical programmes, specialists should be 
appointed as part-time consultants. 

PART C 

The Seoket rut 


28. The Secretariat should only deal with matters 3.15.4 
which are sufficiently important or those 

which relate to policies. 

29. The structure of the Secretariat should be 3.15.7 

changed in such manner that the number to 

of officers who take decisions should be 3.15,12 


increased. The following three different 
systems have been recommended for adoption 
in this respect. The ‘Cell system’, the ‘Group 
system’ and one in which the number of 
Section Officers is increased and the 
number of upper and lower division clerks 
correspondingly reduced. 

30. Branches of the Secretariat dealing with 3.15,13 
accounts and establishment matters should 
continue to have their full complement 
of dealing assistants and accounts bands as at 
present. 
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31. With the appointment of Accounts Officers 
in the administrative departments, the 
Finance Department should delegate additional 
powers regarding the issue of financial 
sanctions to the administrative departments. 

32. The Finance Department should play a dual 

role; in one capacity it should examine 
and take final decisions on the proposals of 
the administrative departments which 
have financial implications and in the other 
it should advise the administrative departments 
regarding the action that should be taken, 
but the final decision should rest with the 
administrative departments. 

33. The term of Secretaries and Deputy 
Secretaries in the Secretariat normally be four 
years at a stretch, and in any case not 
more than five years, and a second posting 
to the Secretariat should not be made before 
a period of three years has elapsed. 

34. The posts of Secretaries to the Government 
should not be filled in on the basis of 
seniority alone, but on merit, 

35. The posts of Collectors of ‘A’ Class dis¬ 
tricts should carry a special pay of 
Rs. 250/- per mensem. 

36. The Deputy Secretaries and Assistant 
Secretaries in the administrative departments 
of the government dealing with developmental 
activities should be drawn from amongst 
officers belonging to the Indian Administra¬ 
tive Service or the Rajasthan Administrative 
Service. Whenever Secretariat officers are 
appointed to these posts, they should be 
given prior field training. 

37. In order to enable the Chief Secretary to 
effectively co-ordinate the working of the 
Secretariat departments and ensure a certain 
degree of uniformity in the policies adopted 
by the State Government, the Rules of Busi¬ 
ness should be suitably amended to provide 
for the circulation of the following cases 
through him:— 

(i) All important cases involving adoption 
of new principles or new schemes, and 
proposals suggesting deviations from 
existing rules and practices. 


3.15.13 

3.15.14 

3.15.15 

3.15.16 

3.15.16 

3.15.17 

3.17.1 
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(ii) All cases involving the appointment, con¬ 
firmation, posting, transfer and permotion 
of officers of the Status of Deputy Heads 
of Departments and above. 


38. The structures 

of different Secretariat depart- 

3.17.3 

47 

ments should 

be re-organised in the manner 

to 

to 

indicated in 

paras 3.17.3 to 3.23.1 of the 

3.24.1 

60 

report. 





PART D 

Heads ofHepaktments 

39. The Heads of Departments should make 3.25.1. 61 

an endeavour to inculcate in the subordinate 
officers the right altitudes towards their work 
as well as the people they come into contact 
with in the course of their official duties. 


40. 

Collectors of 
designated as 

‘A’ Class districts should be 
Heads of Departments Class I. 

3.26.1 

61 

41. 

In the first 

instance the Chief Engineer, 

3.27.5 

64 


Public Works Department (Buildings & Roads) 
and the Director of Industries and Supplies 
should be made ex-officio Additional Secre¬ 
taries to the government and after studying 
the working of this system, government may 
take a decision to either discontinue it or 
extend it to some other important Heads of 
Departments. 


42. The organisational structures 

of the offices 

3.28.1 

64 

of Heads of Departments 

should be re- 

and 

to 

organised keeping in view 

the following 

3.28.2 

66 


principles:— 

(a) All administrative matters should be dealt 

with in a separate branch. 

(b) The ‘Cell* and ‘Group’ systems, as re¬ 
commended for the Secretariat, may be 
adopted with suitable modifications in the 
offices of Heads of Departments also. 

(c) All departments dealing with develop¬ 

mental activities should have a separate 
unit for planning and periodically re¬ 
viewing the progress of development pro¬ 
grammes. 
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The structure of the office of the each Head 
of Department should be examined by the 
Head of Department concerned in the light 
of the recommendations of the Committee 
and they should submit their proposals to 
the government for approval. 

43. The headquarters of all Heads of Depart¬ 
ments, including the Board of Revenue, 
should be located at the State headquarters 
for facility of transaction of government 
business. 

44. Discussions and meetings with Heads ■ of 
Departments in the Secretariat should be held 
on pre-determined dates, so that the Heads of 
Departments may plan their tours and inspec¬ 
tions accordingly. 

CHAPTER IV 

PART A 

Board op RpvBKtrE and REaiOKAL Oommisbionees 

45. The Board of Revenue should become a 4.1.2 

specialised agency for the administration of 
revenue and taxation laws and the collectiori 

of government dues. In order to bring about 
this change, the Commissioner, Excise and 
Taxation should be made ex-ofRcio member 
of the Board, but as far as the administration 
of the department is concerned, he should 
work independently and should exercise all 
the powers of a Head of Department Class I. 

46. The excise administration at the state level 4.1.3 

should be supervised by the Board of 
Revenue and at the district level it should be 

placed under the charge of the District 
Collectors. The trial of excise cases should 
thereafter take place in the courts of Judicial 
Magistrates. 

47. A Sales Tax Officer, or a panel of lawyers, 4.1.4 
should be appointed to represent the state in 
taxation appeals heard in the Board and assist 

the Board in the administration of excise laws. 

48. The settlement and consolidation of holdings 4.1.5 
operations should be directly supervised by 

the Board of Revenue. The Settlement 
Commissioner should be made a member of 
the Board of Revenue, but he should con- 


3.29.1 

to 

3.29.3 


3.30.1 
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tinue to exercise the powers of a Head of 
Department Class I in relation to these 
departments. He should also be designated 
as ex-officio Director of Land Records. 

49. Revenue declaratory suits involving title should 4.1.7 
be instituted in civil courts and not in revenue 

courts. The first appeal against the orders 
of Assistant Collectors in revenue cases should 
lie to the Collector and the second appeal 
to the Regional Appellate Authority. Only 
revisions and references should lie to the 
Board of Revenue. 

50. With the reduction of the appellate work in 4.1.8 
the Board, the membership of the Board to 
should be suitably reduced and the work in 4.1.12 
the Board of Revenue should be disposed of 

in the manner suggested in the report. 

51. The members incharge of Excise and Taxation 4.1.13 
and Settlement and Consolidation of Holdings 

and Land Records Departments should be 
permitted to continue to hold these posts for 
at least three years to ensure continuity in 
policy and effective administration. 

52. If officers of requisite experience and aptitude 4.1.14 
are not available in the super-time scale of 

the Indian Administrative Service at any time, 
for appointment as member. Board of 
Revenue, incharge of Excise and Taxation, a 
senior scale officer may be appointed to the 
post and he may be given a special pay of 
Rs. 250|- per mensem. 

53. If, after consideration of the different views 4.1,15 
expressed by members of this Committee, 
government does not consider it appropriate 

to create the posts of Regional Commissioners, 
three members of the Board of Revenue in 
the super-time scale of the Indian Administra¬ 
tive Service should be allotted one region 
each for purposes of supervising and guiding 
the work relating to revenue administration 
in these regions. 


71 


72 

to 

74 


74 


74 


75 


54. On the question of reviving the 

posts of 

4.2.1 

75 

Regional Commissioners opinion in 

the 

Com- 

to 

to 

mittee was divided; some members 

felt 

that 

4.2.20 

81 


this should be done, while others felt that it 
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should not. Views in favour of the revival 
of these posts have been expressed from para 
4.2.1 to 4.2.8., while views against the revival 
of this institution are contained in para 4.2.11 
to 4.2.20. 

The functions proposed to be discharged by 
the Regional Commissioners, if these posts 
are created, have been discussed in para 4.2.9. 

PART B 

Regional Administeation 

55. Regional Level Officers should not act as 4.3.2 

intermediary channels of communication 
between the district level officers and Heads 

of Departments and the link between the 
latter two should be strengthened. 

56. The Regional Level Officers should keep 4.3.1 

themselves in close touch with the field and to 

the working of Panchayati Raj institutions, 4.3.3 

and should combine in themselvc.s the twin 
functions of an executive and an evaluation 

agency. They should attend at least one 
meeting of each Zila Parishad in their juris¬ 
dictions every year, and one meeting of each 
Panchayat Samiti in their jurisdiction once in 
two years. In the course of their tours, they 
should undertake surprise visits to villages and 
check the manner in which departmental 
functionaries are discharging their duties. 

They should be directly responsible for the 
achievement of the targets fixed. 

57. Regional Level Officers should keep them- 4.3.4 

selves in close touch with the District 
Collectors and should invariably find time to 

discuss problems relating to their departments 
with them in the course of their tours. 

PART C 

District Awministbatioii 

58. The views of District Collectors should be 4.4.2 

given adequate weightage and attention by 

the State Government, as well as by officers of 
other departments. The professional advice 
of all departments should be available to the 
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District Collectors when he desires it. 

Similarly, any information which he requires 
in connection with his official duties should 
be supplied to him and tlie suggestions made 
by him should receive careful consideration 
by the departments. 

59. A representative committee should be consti- 4.4.3 
tuted at the district level to bring to the to 
notice of the administration the problems and 4.4.6 
difficulties of the people which are of a 

general nature, and to suggest possible 
methods of improving the functioning of 
Government departments at the district level 
and below. The Chief Minister or one of 
his cabinet colleagues should meet these com¬ 
mittees at least once a year. 

60. For cities with a population of more than one 4.4.7 

lakh persons a separate committee to advise to 

the administration on the administrative 4.4.8 

problems relating to the city should be 
constituted. 

CHAPTBE V 

Peesonnel AdMIKISTKATION' 

61. Service rules which have not yet been framed 5.2.1 

should be expedited. 

62. The probation period for directly recruited 5.3.1 

Government servants should be two years and 

for promoted Government servants one year. 

All Government servants, apart from Class IV, 
should be required to pass departmental 
examinations before they are confirmed. 

63. Recruitment to the general services of the 5.5.1 

State should be made after students pass the to 

Higher Secondary School Examination and 5.5.8 

the selected candidates should be admitted & 

into a special institution run by the State 5.5.11 

Government in collaboration with one of the to 

universities in the State, in which, apart from 5.5.12 
being educated for a three year degree course 
examination, the students should be given 
adequate general and administrative know¬ 
ledge. After the successful completion of 

the three year degree course they should be 
appointed to the Government services accord¬ 
ing to merit. 
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64. Special post-graduate classes in Public 5.5.9 
Administration should be organised for the 
candidates who are selected into Government 

service in the manner indicated above 
at recommendation No. 63. 

65. The candidates selected for the state service 5.5.10 
may be permitted to appear in the com¬ 
petitive examinations for recruitment to the 

All India or Central Services, and to 
apply for recruitment as Lecturers in the 
Universities situated in the State. Apart from 
the above exception it should be obligatory 
upon the successful candidates to join the 
State Service to which they are appointed. 

66. Vocational guidance in High Schools and 5.5.21 
Higher Secondary Schools should be 
strengthened. 

67. In each Panchayat Samiti area, there should 5.5.21 
be at least one Middle School, and in each 

district one Higher Secondary School with 
optimum facilities so that successful students 
may be imparted good all round education. 

Admission to these institutions should 
be given to candidates purely on the basis 
of demonstrated merit. If necessary, scholar¬ 
ships should be given to the poor students 
to enable them to join these institutions. 

68. Requests for recruitment to posts under 5.6.2 

the State through the Public Service 
Commission for the ensuing calendar year 

should be sent by the appointing authorities 
to the Commission by the end of November 
in the preceding year. 

69. The Public Service Commission should 5.6.3 

prepare an annual calendar for holding 
competitive tests each year for recruitment to 

the different services. 

70. The routine work relating to the recruitment 5.6.4 
of subordinate services personnel to posts 

which lie within the purview of Public 
Service Commission should be done in ofSces 
of the Heads of Departments concerned. 

71. The Public Service Commission should hold 5.6.5 
annual tests for recruitment to the ministerial 

services of all subordinate offices and 
should prepare approved panels on a 
regional basis for this purpose. 
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72. With respect to technical posts for which there 5.6.7 
is an actual shortage of personnel the 

Public Service Commission may be requested 
to suitably modify their procedure for 
recruitment and to devise a simpler method 
of screening candidates in order to minimise 
the delay in recruitment. 

73. Where there is inadequate response to posts 5.6.8 
advertised, the reasons for the same may 

be examined and appropriate remedial action 
taken. In case the pay scales are required to 
be revised, a second advertisement should be 
issued. As an incentive, advance grade incre¬ 
ments up to three in number may be 
sanctioned even after the first advertisement. 

74. Procedure relating to recruitment should be 5.6.9 
so devised that recruitments normally take 

place within six months of the date of issue 
of requisition. Requisitions sent by the 
appointing authorities to the Public Service 
Commission should be complete in all respects. 

A back reference by the Commission for 
corrections in the requisition should be made 
within a month of the receipt of the 
requisition and the department should send 
a revised requisition within a fortnight of 
the receipt of such reference from the 
Commission. 

75. The State Government, in consultation with 5.6.9 
the Public Service Commission, should 
conduct case-studies to ascertain the reasons 

for the delay in making recruitments and 
appropriate steps should be taken to avoid 
these delays. 

76. In order to rationalise the promotions and 5.7,1 

transfers on a regional basis of the personnel 

of the ministerial services in respect of 
which the powers of appointment arc proposed 
to be delegated to the regional and district 
level officers, their seniority should be 
determined from the date of their first regular 
appointment to government service and not 
from the date of their confirmation. 

77. In order to ensure the compliance of rules 5.7.2 

even in ad-hoc appointments, all such 
appointment orders should be issued in a 
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prescribed pro-forma, which may be 

standardised and got printed. 

78. In the case of temporary appointments, unless 5.7.3 

it is essentially the intention of the 

appointing authority to appoint a candidate 

for a specified period, such appointments 
should continue to hold good until the 
services of the incumbent are terminated, or 
until a candidate recruited by the Public 
Service Commission is made available, 
whichever is earlier and not for any specified 
period. 

79. The upper age limits for government servants 5.7.4 
seeking appointments to higher posts under 

the State Government may be relaxed from 
25 years to 28 years, subject to the proviso 
that not more than two chances should 
be given to compete for any particular post 
or category of posts. 

80. The authority in whom responsibility for 5.8.3 

performing the assigned tasks has been vested 

should be given sufficient discretion to utilise 
the services of his subordinates in the manner 
he considers fit to achieve the objectives in 
view. 

81. The Heads of Departments should be 5.8.3 

authorised to transfer officers of the State 
Services of the rank of d|istrict level officers 

and below with the exception of the 
Superintendents of Police. 

82. When it is desired to post an officer of the 5.8.3 
Rajasthan Administrative Service in the 
ordinary time scale on any post in the 
Revenue, Settlement and Consolidation of 
Holdings Departments, the officer should 

be allotted to the Board of Revenue and it 
should be authorised to issue orders regarding 
his actual posting. 

13 . The Transfer of Rajasthan Administrative 5.8.3 

Service Officers in the ordinary time scale, 
other than those mentioned in the preceding 
recommendation, should be done by the Chief 
Secretary. 
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84. All officers proposed to be posted in the 5.8.3 

Development Department including deputations 

to the Zila Parishads and Panchayat Samitis, 
should be allotted to the Development 
Commissioner, who should be requested to 
i.ssue their spccihc posting orders. 

85. If the posts of Kegional Commissioners arc 5.8 .3 

revived, they should be empowered to transfer 
Sub-Divisional Officers, Assistant Collectors, 

Magistrates and Vikas Adhikaris within their 
respective jurisdictions. Opinion on this 

point was divided in the Committee. 

86. For the posting of Rajasthan Administrative 5.8.3 

Service OfficOrs in the ordinary time scale from 

one department to another, a committee with 
the Chief Secretary as Chairman and the 
Chairman, Board of Revenue, the Develop¬ 
ment Commissioner and the Special Secretary, 
Appointments Department, as members, should 
meet in the month of April every year 
and take appropriate decisions in the matter. 

87. The powers to transfer offiicers of the 5 8.3 

Rajasthan Accounts Service and the Rajasthan 
Statistical Service should vest in the Finance 
Secretary (Revenue) and the Chief Secretary 
respectively. 

88. Officers of the Subordinate Services should 5.8.3 

be transferable by the Regional Level Officers 
concerned within their respective regions. 

84. The District Level Officers of the De3i|||l^- 5.8.3 

ment Departments, provided they are gazetted 
officers, may be authorised to transfer officers 
of their subordinate services in their respec¬ 
tive departments within the district in con¬ 
sultation with the Collector. 

90. The District Level Officers should be dele- 5.8.3 

gated the powers of transferring the per¬ 
sonnel of the ministerial services, other 

than Office Superintendents and Stenogra¬ 
phers, within their respective jurisdictions. 

91. Inter-district transfers should be made by the 5.8.3 

Regional Level Officers or the Heads of 
Departments. The Office Superintendents and 
Stenographers should be transferable by the 
Regional Level Officers within their respec¬ 
tive regions. 
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92. The normal tenure of office on a post should 5.8.4 
be from two to five years. The tenure for 
specialised posts or posts where familiarity 
with local conditions is an advantage to the 
government servant may be longer. 

9.^. Generally the Subordinate Seivice officers 5.8.5 

should be permitted to continue in the same 
district for at least five years. Inter-regional 
transfers in their cases should be very aare. 

94. Officers of the Suboidinate Services should not 5.8.6 
be posted in their home districts but should, 

to the extent possible, be retained in the 
same region to which they belong. 

95. Interference by superior authorities in the 5.8.7 

powers delegated to subordinate authorities in 

the matter of postings and transfers should be 
stopped at all costs, but if there are excep¬ 
tional reasons for issuing such orders in delega¬ 
ted spheres, such reasons must be recorded 
and orders issued in writing by the superior 
authority. All transferring authorities should 
send a statement of the transfer orders 
issued by any authority other than the com¬ 
petent authority to the Heads of Departments 
concerned, and the Heads of Departments 
should send a consolidated six-monthly 
statement to the Appointments Department of 
the Government. This statement should form 
part of the Annual Administration Report 
which the department is required to submit to 
the Legislature. 

96. One member of the Committee suggested 5.8.8 

that the posts in various districts of the 
government should be classified into ‘A’, 'B' 

and ‘C' categories and, while exception may 
be made in cases of officers of considerable 
merit, appointments to these posts should 
be made keeping in view the seniority of the 
officers concerned. The other members of the 
Committee did not agree with this view, 

97. Normally services should be so constituted 5.9.2 

that a government servant may look forward 

to his first promotion within 12 to 15 years 
of his joining service, and a second prome- 
tkMi, if he is not below average in ability, at 
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least before five years of his actual retirement. 

If this is not possible in any service, selection 
grades should be introduced to compensate 
for this disadvantage. 

98. For all services, 50% of the promotion 5.9.3 
posts should be filled on the basis of senio- 
rity-cum-merit as at present, and 50% on the 

basis of pure merit. If, however, in any year 
no person is found fit for .promotion on the 
basis of merit, promotions in that year may 
be given op the basis of seniority-cum-merit.' 

99, The principle that a person who begins to 5.9.4 

officiate on a higher post earlier on a 

regular basis should be treated as senior to 
one who does so later, although in the next 
lower cadre he may be actually junior to him, 
should be adopted. 

I0(). The procedure of giving promotions on 5.9.5 

the basis of competitive examinations restric¬ 
ted to the government servants in the next 
lower cadre may be discontinued. However, 
qualifying examinations should be introduced 
in certain cases specially for promotions from 
the Subordinate to the State services. 

101. Departmental promotion committees should. 5.9.6 
without exception, be constituted for all 

services other than Class IV for screening 
the candidates and making recommendations 
regarding the persons to whom promotions 
should be given. If the competent authorities 
disagree with the recommendations of these 
committees in any case, they should refer 
the matter to the next higher authority for 
orders. 

102. Posts carrying special pay for higher res- 5.9.7 
ponsibilities should not bo treated even by 
convention as promotion posts and appoint¬ 
ments to these posts should be made purely 

on the basis of merit-cum-suitability. 

103. In all cases where the posts of Heads of 5.9.8 
Departments are filled by promotion from 
amongst departmental officers, the selection 

should be made purely on the basis of merit 
from amongst the Deputy Heads of Depart¬ 
ments, who are either substantive or have 
continuously officiated as such for a period 
of three years. 
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104. Staff appointed to the training institutions $.10.2 108 

run by the government should be required 

to undergo special short-term courses in 
which instructions regarding the approach to 
the training and education may be imparted. 

105. Ways and means must be devised to provide 5.11.1 t08 

adequate incentives and deterrents to ensure and 

that vovernment servants at all times are 5.11.2 
encouraged to put in their best effort. 

106. If a government servant gets ‘outstanding* 5.11.3 109 

entries for three years continously in his and 

annual confidential reports, he should be 5.11.4 

given one advance grade increment with 
cumulative effect. If a person gets ‘very 
good’ entries in five annual confidential 
reports out of seven, he may be given one 
advance grade increment. 

107. If a person gets ‘very poor’ entries in his 5.11.6 109 

confidential reports for three years out of five, to 

his grade increment should be automatically 5.11.8 

stopped without cummulative effect till he 
earns a satisfactory report. Similarly every 
five out of seven ‘poor’ entiies should 
result in with-holding of one grade incre¬ 
ment without cummulative effect. If the 
disciplinary authority does not impose the 
penalty of with-holding one grade incre¬ 
ment in these cases, he should send a copy 
of his orders, explaining the reasons for 
doing so, to the reviewing authority who 
should consider the matter and take 
appropriate decisions. (In the implemen¬ 
tation of these recommendations regarding 
the incentives and punishments, the 
observations made in para 5.11.9 should be 
kept in view.) 

108. Procedure for compulsory retirement should 5.11.10 110 

be extended to the subordinate, minis¬ 
terial and Class IV services. In order to 

rationalise the procedure, those who get 
60 marks or less out of 75 in the assessment 
of their annual confidential reports should 
be compulsorily retired. 

109. Subjective elements in the present system 5.12.1 111 

of assessment of the merit of government 

servants through the annual confidential 
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report! thould be minimised. Strict 
instructions should be issued to all reporting 
officers in this respect. The reviewing 
officer should ensure that the remarks of 
the reporting officer entail a fair and objective 
assessment of the work of the government 
servant and any biased or erroneous 
remarks should be promptly corrected. 

110. The forms of annual confidential reports should S.12.2 

be such as to bring out the merits and nature to 

of the performance of the government servants. 5.12.4 
Wherever possible, speciffc annual targets 
should be prescribed for officers and the super¬ 
vising officers should maintain an ephemeral 
roll in respect of each officer imder them 
for watching the achievement of these targets. 

A performance record should be maintained for 
all officers other than those engaged in the 
Secretariat, in teaching, research or those who 
are working as District Collectors or as Assis¬ 
tants to Heads of Departments. Apart from 
these exceptions, if any administrative depart¬ 
ment feels that it would not be possible to 
maintain performance records for any class of 
government servants in the State and Subor¬ 
dinate Services working under it, the proposal 
should be put up for approval to the Chief 
Minister through the Chief Secretary. 

111. Before the aimual confidential report in 5.12.5 

respect of a government servant is drawn up 
he should be requested to prepare a note indi¬ 
cating his performance and the achievement of 
the targets assigned to him. The reporting 
officer should offer his comments with regard 
to the facts mentioned in this note. This note, 
together with the comments of the reporting 
officers, should form an integral part of the 
annual confidential report of the officer 
concerned. 

112. All adverse remarks recorded in the annual 5.12.6 

confidential report relating to all remediable and 

defects should be conmiunicaled to the 5.12.7 

goveriunent servant concerned in writing. 

In this regard the observations made in para 
5.12.7 should be kept in view. 

113. There should be a confidential cell in the 5.12.8 

office of each appointing authority where the 
annual confidential reports of all government 
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servants appointed by him should be kept. 
The cell should maintain an up-to-date list of 
the postings of all government servants appoin¬ 
ted by the appointing authority and ensure 
that their annual confidential reports are 
received by the 13th of May following the 
year to which they relate. Certificates should 
be sent by all administrative departments of 
the Government and Heads of Departments, 
to the effect that they have conununicated 
adverse remarks to the government servants 
concerned for the preceding year, to the 
Appointments Department by the 15th July. 
Subordinate appointing authorities should send 
similar certificates to their respective Heads 
of Departments according to the same 
schedule. 

114. The immediate supervisory officers should be 
delegated adequate powers of control over 
those who are working under them, and it 
should be incumbent upon the disciplinary 
authorities to ensure that disciplinary cases 
arc dealt with on a priority basis. They 
should send a quarterly statement to the Heads 
of Departments in this respect and in 
cases where the Heads of Departments them¬ 
selves are disciplinary authorities, they should 
send a similar statement to the administrative 
departments concerned of the Government. 
The Heads of Departments should also send 
to the administrative departments concerned 
for their information a six monthly review 
of the cases dealt with by the subordinate 
authorities. The progress of disciplinary 
cases should also be reviewed in all periodical 
meetings of the departmental officers and in 
meetings of Heads of Departments with the 
Secretaries to the Government. 

113. Three officers in the senior scale of the 
Rajasthan Administrative Service should be 
appointeed for each of the regions in the 
State to conduct all disciplinary proceedings 
against the personnel of the subordinate and 
ministerial services in all cases where it 
is desired by the disciplinary authorities to 
impose major punishments on them. They 
would perform the specific functions as 
mentioned in items (i) and (ii) of para 
5.13.6 and para 5.13.7. They should be 
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under the administrative control of the Com¬ 
missioner for Departmental Enquiries. 

116. Only two appeals should be permitted to 5.13.9 
government servants upon whom major 
punishments have been imposed to the 
authorities next higher to the officer competent 

to impose the punishments, and a final 
appeal need not necessary lie to the 
government 

117. Adequate checks and safeguards should be 5.14.1 

applied to ensure that government servants 

do not miS'USe their powers. Supervisory 
officers should undertake periodical surprise 
visits and inspections and check the work 
of the officials under them. 

118. During the training period and in the initial 5.14.3 

years of their service, an effort should bo 

made to create right values in the govern¬ 
ment servants. 

119. Supervisory officers should be required to 5.14,4 

keep strict watch on the integrity of their 
subordinates, particularly all officials dealing 

directly with the public. 

120. Proper reception arrangements should be 5.14.5 

made in all government offices having public 
dealings. 

121. Heads of Offices should ensure that no 5.14.7 
undue delay in the disposal of cases affecting 

the public takes place in their offices. 

122. As far as possible, officials of proved integrity 5.14.8 
should be appointed to posts where chances 

of mis-use of authority are greater, and all 
supervisory officers should send an annua) 
report to the Meads of Departments concerned 
!n this respect 

123. Public complaint boxes should be introduced 5.14.9 
in all government offices having substantial 

public dealings. 

124. There should be a vigilance organisation for 5.14.10 

prevention of corruption attached to all and 

Heads of Departments having considerable 5.14.11 
public dealings. The Deputy Heads of 
Departments should be in charge of these 
organisations. They should perform functions 
mantionad is gaia S-I4d0. 
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125. Any complaint regarding corruption received 5.14.12 

by the Collector against non-gazetted govern¬ 
ment servants serving in the district may bo 

got enquired into by him and if he finds 
that a prima facie case is made out, ho 
may forward it to the Anti-corruption 
Department for further necessary action. If 
he feels that only departmental action 
should be taken, he may refer the case to 
the departmental officer concerned. 

126. The State Anti-corruption Board should not 5.14.13 

examine individual cases of departmental and 

enquiries and should perform only such 5.14.14 
functions as have been mentioned in para 

5.14.13. 

127. Before a formal enquiry is initiated on a 5.14.15 

complaint of corruption it should be ascer¬ 
tained through confidential enquiries that a 

prima facie case is made out and a signed 
statement of the complainant should invari¬ 
ably be taken in all such cases. 

128. Re-employment or extension in services 5.15.1 

beyond the age of 58 should not normally be 

given. 

129. There should be a screening of govenunent 5.15.2 

servants before they attain the age of 

55 years and those who are rated as 
below average should be retired from 
government service. 

130. Powers in respect of grant of leave to the 5.16.1 

gazetted officers should be delegated 

to Heads of Departments and Deputy 
Heads of Departments. 

131- There should be a provision for leave reserve 5.16.2 
for all services according to the scale 
indicated in para 5.16.2. 

132, Study leave should be allowed to government 5.16.4 
servants holding non-technical posts and 

also to those who have put in less than five 
years of qualifying service, provided they have 
been regularly recruited according to the rules 
and they undertake to serve the State 
Government for at least five years. 

133. Government servants should be permitted S.16J 
to execute higher studies while in government 

leruicet and the oreseat percentage of 
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government servants who can be permitted to 
undertake higher studies should be increased 
from five to twenty, 

134. Government servants should be encouraged 5.17.1 122 

to make suggestions for the improvement 
of the administration and should be 
suitably rewarded through the award of 
advance increments, cash prizes etc. in case 
the suggestions made by them are found 
to be useful. 


135. 

Medical facilities to the government servants 
should be liberalised as recommended in 
para 5.17.3. 

5.17.3 

123 

136. 

Upon retirement, government servants should 
be given travelling allowance for the 
journey to their permanent residences. 

5.17.4 

123 

137. 

The organisation of co-operative societies 
of government servants should be en¬ 
couraged. 

5.17.5 
and 

5.17.6 

123 

138. 

Departments which employ a large number 

5.17.7 

124 


of work-charge staff should organise adequate 
labour welfare activities in conjuction with the 
Labour Department. 


CHAFTER VI 

Administrative Peocedpejes 

139. The preparation of departmental manuals 
should be largely left to the Heads of 
Departments concerned, who should ensure 
that the manuals contain all the general 
instructions issued by the Organisation & 
Methods Division of the Secretariat 
regarding office procedure. Important 
instructions in the manuals should be 
discussed at personal level by the Secretary 
of the Administrative Department, a 
representative of the Organisation and 
Methods Division and the Head of the 
Department concerned to expedite matters. 

In order to expedite the preparation of 
manuals in all departments, the Chief 
Secretary should call for monthly progress 
reports from the departments concerned. 

140. Distribution of work amongst all officers 
in the department should be ewen and 
commensurate with the qualifications, training 
and experience of the government servants 
concerned. Where Additional Heads of 
Departments art appointed tha Heads ef 
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Departments should so divide the work 
between themselves and the Additional 
Heads that the Additional Heads of Depart¬ 
ments finally dispose of the work assigned 
to them. 


141. Decestralisation of powers and functions 6.4.1 127 

at all levels of governmental functioning and and 

should be encouraged, and in doing so 6.4.2 128 

the guiding principles given in para 6.4.2 

should be kept in view. 

142. Powers regarding service, administrative and 6.4.3 to 6.4.5 128 

financial matters should be delegated to and 

administrative departments of the govern- 129 


ment and the Heads of Departments as 
suggested in Appendix XXI of the report. 
With regard to the delegation of these 
powers to the regional and district level 
officers, the matter should be examined in 
detail by a committee as suggested in para 
6.4.3. The types of powers and functions 
as mentioned in para 6.4.4 should generally 
be delegated to the lowest competent level 
possible. As a natural corollary to this 
delegation of powers, the senior officers 
should ensure an effective and judicious 
exercise of the delegated powers by their 
subordinate officers and should give adequate 
protection to subordinate officers if they make 
legitimate mistakes within reasonable limits 
in the exercise of delegated authority. 


143. Unless 

it is otherwise 

provided in any 

6.5.1 

130 

of the 

rules framed by 

the government. 

and 

and 

appeals 

or representations 

in administrative 

6.5.2 

131 


matters against the decisions of the officers 
competent to deal with them should not 
be beared by more than two stages senior 
in rank above the officer competent to deal 
with them. Higher authorities may call for 
factual reports regarding the action taken 
by the competent authorities and if they feel 
that the decision is wrong or needs modifica¬ 
tion, they may issue necessary directions to 
the competent authority in the matter. This 
principle should apply to applications or repre¬ 
sentations received in the Secretartat also. 

144. At the district and sub-divisional levels, 6.5.4 ISl 

special conunittees may be constituted to 
review the position regarding pending 
applications or representations and to take 
appropriate steps for their early disposal. 
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145. In order to watch the progress of applica- 6.5.5 
tions or representations received from 

the public, a register should be main* 
tained in all government offices having 
public dealings. Normally applications from 
the public should be received by a 
gazetted officer and if an immediate decision 
can be taken in the matter, it should be done 
and intimated to the applicant on the spot. 

If the officer receiving the application is not 
competent to take a final decision in the 
matter, he should refer the applicant to 
the competent authority. If the matter 
requires further examination, the applicant 
should be informed of the date when he 
should expect a decision. 

146. A paper under consideration should not be 6.7.1 

examined by more than two persons before and 

it is put up to the officer competent to take 6.7.2 

a decision in the matter. To give effect 

to this recommendation, the composition of 
the office units will have to be changed so 
as to increase the number of officers and 
reduce the number of ministerial stall. The 
Organisation and Methods Division of the 
Secretariat should undertake a detailed 
examination of the staffing pattern of govern¬ 
ment offices and take necessary steps to revise 
their staffing patterns. 

147. Officers-in-charge should be appointed for 6.7.4 
specific sections of a department to assist the 

Heads of Departments. 

148. The Heads of Departments/Offices should 6.8,1 
go through the papers received in the daily 

dak themselves, as far as possible. Where 
it is not possible for them to do so, they 
should peruse the dak coming from higher 
or equivalent offices and demi-official letters 
and the other communications may be seen 
by the officers-in-charge at the first instance, 
who may put up important communications 
to Heads of Departments|Ol£des for their 
perusal. While going through the dak papers 
officers should record instructions on the papers 
wherever possible, retain all demi-officT' remi¬ 
nders for immediate necessary action and 
dictate suitable replies to demi-official letters 
received by them. 
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149. There should be no central receipt section 6.8.2 
and in ofiBcea having distinct sections, the 
incoming dak should be sent to the relevant 

section for being diarised in the sections 
themselves. 

150. Despatch work should be centralised and the 6.8.3 
despatcher should work under the imme¬ 
diate supervision of the OSice Superintendent/ 

Head Clerk. 

151. In all ofiSces in which there are two or more 6.8.4 
typists, they should be pooled in a typing 

section which should be put under the 
charge of the Office Superintendent/Head 
Clerk. 

152. Adequate supervision should be exercised over 6.8.5 

dealing clerks in order to ensure that the to 

incoming papers are normally put up within 6.8.7 
three days to the officer-in-charge and that no 
pending files are permitted to lie without action 

for more than a month. Dealing clerks should 
put up a weekly arrears statement and a 
monthly statement of pending cases which 
are over six months old to the officer-in-charge 
through the Office Superintendent/Head Clerk. 

The Office Superintendent/Head Clerk should 
inspect the work of at least one clerk every 
day. 

153. The proposals received from subordinate offices 6.8.8 
should be carefully scrutinised at the appro¬ 
priate level and if any clarifications are 
necessary, these should be sought on the very 

first occasion and multiple references avoided. 

In order to ensure that proposals of a standard 
nature contain all the material particulars, 
standardised forms should be devised for send¬ 
ing such proposals and these should be incor¬ 
porated in the departmental manuals. 

154. All offices should be provided with full com- 6.8.9 
plement of reference ' books and government 

should ensure that withifi a period of six 
months, the necessary reference books are 
supplied to all government offices. 

155. Government should ensure that only those 6.9.1 

returns or statistics are called for which 

can be usefully utilised. The collection 
of the same data by a number of agen- 
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cies should be avoided, The Organisa¬ 
tion and Methods Division of the Sec¬ 
retariat should immediately review the 
position regarding the returns and 
should examine their utility, and the 
returns which serve no useful purpose 
should be discontinued forthwith. In future, 
no new returns should be prescribed by any 
department of the government without con¬ 
currence of the Organisation and Methods 
Division. 

156. Office buildings should have proper provision 6-10.1 
of light, ventilation and sufficient moving space. 

Similarly, furnishings should also be adequate 

and well maintained. Cleanliness and order¬ 
liness in government offices should be given 
due emphasis. 

157. All important government offices should be 6.11.2 

equipped with telephones or inter-communica- to 
tion sets, filing cabinets, franking machines 6.11.6 
and other useful office equipment, such as 

sealing machines, automatic receipt stampers 
etc. 

CHAPTBR Vn 

Or Ma-ttbrs Financial 

153. With regards to the delegated powers in 7.1.0 

financial matters, adequate care should be 
taken against the mis-use of these powers, 
without, at the same time, showing any distrust 
of the officers concerned. 

159. As soon as the Appropriation Bill is passed by 7.2.2 
the Legislature each year, the administrative 
departments should intimate the budget provi¬ 
sions to the respective Heads of Departments 

in the first week of April, and the Heads of 
Departments in turn should intimate the 
budget provisions to all their drawing and 
disbursing officers within a fortnight of the 
receipt of these from the administrative 
departments. 

160. For the standard institutions like schools, 7.2.3 
colleges, hospitals etc. the administrative 
department should, with the approval of the 
Finance Department, prescribe definite scales 
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regarding the itaS, equipment, itorea and con¬ 
tingent expenditure which should normally be 
deemed to have been automatically sanction¬ 
ed once the establishment of the institution 
itself is sanctioned. 

Kl. Standard forms should be prescribed for new 
proposals having financial implications in order 
to ensure that all the relevant particulars are 
incorporated in the proposals at the very 
first instance. 

112. A register of sanctions should be maintained 
in every office in which proposals are received 
from subordinate offices for sanction. 


163. The administrative departments should in 
consultation with the Finance Department and 
the Planning Department for plan works issue 
a letter to the Chief Engineer, P.W.D. 
(B. & R.) informing him of the new works that 
are proposed to be taken up in the forthcom¬ 
ing financial year on the basis of the budget 
proposals sent by them to the Finance 
Department. The Chief Engineer otay then 
proceed to have the detailed estimates of the 
works in question drawn up and examined. 
As soon as the budget is approved by the 
Legislature, sanction for undertaking the works 
should be issued so that the Chief Engineer 
may start the construction works in the month 
of April itself. 

164. All financial sanctions for which standard 
forms for the issue of usual financial sanctions 
have been evolved by the Finance Department, 
should issue under the signatures of an officer 
of the rank of a Deputy Secretary or above 
in the administrative department without any 
vetting by the Finance Department, but a 
copy of such sanctions should be endorsed 
to the Finance Department. In cases in 
which standard forms have not been evolved 
and the Finance Department feels that it 
should vet the financial sanction before issue, 
it may make a specific request to the adminis¬ 
trative department accordingly and such 
sanctions may be sent to the Finance 
Department for vetting. 
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165. The financial year should commence on the 7.7.1 
first of July rather than on the first of April, 

as at present. 

166. All cases in which funds lapse in the previous 7.8.2 
financial year due to shortage of time available 

to the departments concerned for utilisation 
should be reviewed by the administrative and 
Finance Departments and wherever there is 
adequate justification, provision should be 
made for the purpose in the supplementary 
budget of the following financial year. 

167. Heads of Departments should be permitted 7.9.1 
to invite tenders for the purchase of technical 

stores on the basis of their budget proposals 
for the subsequent financial year, and their 
final recommendations should be sent to the 
Stores Purchase Committee by February in 
the preceding financial year, and the Com¬ 
mittee should take a decision regarding rate 
contracts from the first fortnight of April, and 
the approved rates should be communicated 
to the Heads of Departments and other 
indenting authorities at the latest by the first 
of May each year. Similarly, the State 
Stores Purchase Organisation should also 
intimate the rate contracts for various articles 
within their direct purview to all indenting 
authorities by the first of May each year. 

168. Centralised purchases should be resorted to 7.9.2 
with respect to only standard articles for 

which there is no possibility of variation in 
qiutlity, while all other articles should be 
purchased locally. 
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169. The Director of Printing & Stationery should 7.9.3 147 

also be made the Head of the Stores 
Purchase Organisation in an ex-officio capacity 
and the post should be manned by an officer 
of the administrative service. 


170, A condition should be introduced in tender 7.1#,’i 14* 

notice that if bills are paid within one month 
of the full delivery of the articles to the 
extent of 90% of actual cost of stores supplied, 
a 2% reduction in the total bill will be 
allowed by the contracting party to the 
government. 
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171. The terms of temporary appointments made 7.12.2 
by the government pending regular appoint¬ 
ment through the Public Service Commission 
should be extended from six months to one 
year. Copies of all such temporary appoint¬ 
ment orders, together with necessary particulars 
of persons appointed, should be endorsed to 
the government which should ensure that the 
appointments made are in accordance with 
the rules. 

17Z Issue of pay slips for the salaries of govern- 7.12.3 
ment servants should be restricted to the three 
contingencies mentioned in para 7.12.3 

173. The system of issuing leave salary certificates 7.12.4 
for gazetted officers by the Accountant 

General may be discontinued and the officer 
competent to countersign the travelling allow¬ 
ance bills of the officers concerned, may be 
authorised to certify the leave salary that is 
actually due to him. 

174. If the officer who desires to proceed on leave 7.12.5 
certifies that the leave of the nature and to 

the extent applied for is due to him. he may 
be sanctioned leave by the appointing 
authority, subject to admissibility. 

175. In the case of the orders sanctioning leave 7.12.6 
to the government servants drawing compen¬ 
satory allowance, the presumption should be 

that the government servant proceeding on 
leave will be reposted on the same post and 
thus be entitled to draw the compensatory 
allowance for the leave period, unless the 
leave sanctioning authority gives an indication 
to the contrary in the order sanctioning leave. 

176. The progress of the cases regarding the 7.12.8 
verification of services of government servants 

should be reviewed by the Heads of Depart¬ 
ments once in six months and the Chief 
Secretary may also call for a six monthly 
report of the progress made from all adminis¬ 
trative departments. In the case of gazetted 
officers, the Accountant General should bring 
to the notice of the Secretary of the 
administrative department concerned annually 
all cases in which service particulars have not 
been supplied to him by the department 
Maewiaed, and the Secretary should take 
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immediatA remedial action in the matter. 

With regard to the oiTicers who are due to 
retire within three yean, the Accountant 
General may be requested to bring all cases 
in which the service records are incomplete, 
to the notice of the Chief Secretary who 
should thereafter issue necessary directions for 
their early completion. With regard to the 
non-gazetted government servants, the Head 
of Department concerned should call for 
annual certificate from all Heads of offices 
that the service records of all non-gazetted 
government servants are complete in all 
respects. 

177. One senior officer in every department should 7.12.8 
be designated as officer-in-charge pensions, 

who should be responsible for the expedi¬ 
tious disposal of pension cases. 

171. Necessary action to recover government dues 7.12.8 
from retiring government servant should be 
taken before he actually retires, and if in any 
case this is not possible, the pension of the 
government servant concerned should not be 
with-held on this account, and such dues as 
may be outstanding should be recovered from 
his pensioa 

178. The annual certificates regarding deductions 7.12.8 
made from the salaries of government servants 

on account of premia towards their insurance 
policies should be sent to all policy holders 
by the Insurance Department. 

180. The senior scale of the services for which the 7.13.1 
normal time scale is Rs. 285-25-510-EB-25- 
560-30-800 should be Rs. 650-50-1250 and the 
selection grade for these services should be 

revised from Rs. 650-50-1250 to Rs. 1050-50- 
1500. 

181. Challan forms with the appropriate heads and 7.14.1 
other relevant particulars printed on them 

should be supplied to all offices of the 
departments for the payment of all common 
government dues. The public should also 
be permitted to deposit their dues in as many 
government offices as possible through bank 
drafts and cheques. 

182. Common and standard government dues like 7.14.1 
fees for licences etc. should be payable 

through revenue stamps or saleable forma. 
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CHAPTER Vni 

TlOHinOAL EFriOI*^OT and ISTTBRNAL EVALtrAIlOK 

183. The guiding principle* for inspections enu- 8.2.1 
merated in para 8.2.1 should be followed. 

184. Wherever possible, tangible targets for work I.S.l 
to be done by the government servants in the 

course of year should be prescribed. These 
targets should be intimated to the officers 
concerned sufficiently in advance of the year 
to which they actually relate. The progres¬ 
sive achievement of the targets should be 
reviewed once every quarter. 

185. The Heads of Departments should ensure the 8.4.2 
efficiency of the technical performance 
through internal efficiency audit and for this 
purpose they should review their own 
arrangements and suitably strengthen and 
rationalise them. 


180. External efficiency audit should be conducted 8.4.9 
by the Efficiency Commissioner once in five 
years for each technical department. 8.4.4 

117. Touring officers should spend at least two or 8.5.1. 

three days in a particular area in the course to 

of their tours and study intensively the 8.5.3 


problems of the area and the quality of 
work done by the various departmental 
agencies. All touring officers should record 
tour notes and send copies of these notes 
to the functionaries whose work has been seen 
in the course of their tours and to the next 
higher authority. 

188. Each administrative department should in 8.6.1 
consultation with Heads of Departments 
concerned and Heads of research institutions 
in allied fields of activities at the all-India 
level, draw up appropriate schemes of 
research. The Heads of Departments should 
subscribe to an adequate number of technical 
journals and some of these journals should 
also be subscribed to by the regional and 
district level officers. Technical Departments 
should also become regular members of all- 
ladia institution in related spheres. 
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189. An ‘intelligence cell’ should be attached to 8.6.2 
the offices of important technical Heads of 
Department! to perform the fun^ions men¬ 
tioned in para 8.6.2. 

190. In order to enable the technical officers 8.7.1 
to devote adequate time to their technical 

duties they should, as far as possible, be 
relieved of routine administrative duties 
In this connection it has been suggested that 
the Administrative Assistants to the Heads of 
Departments should be administrative officers 
CTwo members did not agree with this 
recommendations!. 

191. Government should constitute special 8.8.1 
committees to examine all related laws and 

rules with a view to rationalising them and 
bringing them in conformity with the require¬ 
ments of the present circumstances. The 
reports of these committees should be examined 
by the government and submitted to the 
subordinate Legislation Committee of the State 
Legislature. Subsequently, such special 
committees should be constituted once in 
five years to review all laws and rules on 
related subjects. 

CHAPTER IX 
LoOAI/ Govebnment 
PART ‘A’ 

PANCHAYATI RAJ 

192. The size of the village panchayats should 9.2.1 
be increased in order to make them financially 

viable and therefore more effective in the 
field of development and local administration. 

193. Sarpanch should be indirectly elected by the 9.2.2 
Panchas from amongst themselves. (One 
member did not agree with this recommenda¬ 
tion.) 

194. The village panchayats should be strengthened 9.2.3 
and given more powers and functions 
commensurate with their ability to discharge 

these efficiently. 

195. The provisions la the Rajasthan Panciiayat 9.3.1 
Samitit and Zila Parkhads Act with regard 
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to the eo-option of merrbers to the panchayat 
Samitis should be amended in the light of 
the recommendations made in para 9.3.1. 

W6. Panchayat Samitis should have certain 9.3.2 
members elected by the Panchas on the basis 
of proportional representation from amongst 
themselves equivalent in number to 25% of 
the total Sarpanch members of the Panchayat 
Samiti. 

197. A phased programme should be dra-svn up for 9.3.3 
making the jurisdiction of development blocks 

and tehsils co-terminus. 

198. Vikas Adhikaris should be given adequate 9.3.4 
powers of discipline and control over the 
employees of the Panchayat Samitis, and with 

regard to the Extension Officers, they should 
be empowered to inflict the penalty of censure. 

199. The instructions to the Panchayat Samiti 9.3.5 
staff, including those from the Pradban, 

should be issued through the Vikas Adbikari 
and not directly. 

200. The opinion in the Committee was divided 9.4.1 
on the issue whether the Zila Parishads should 

be advisory or executive in character. It was, 
however, unanimously agreed that in certain 
spheres mentioned in para 9.4.1. the role of 
the Zila Parishad should not be only advisory 
and it should be incumbent upon the 
Panchayat Samitis to carry out the instructions 
of Zila Parishad. 

PART -B’ 

MUNICIPAL ADMINISTRATION 

201. The term of office of the elected represen- 9.6.1 
tatives of the local bodies in both urban 

and rural areas should be five years and 
elections to these bodies should be held 
together half-way In between two general 
elections. 

202. Apart from the elected representatives, the 9.7.1 
State Government should nominate to the 
Municipal Boards as non-voting members (i) 

a person with adequate administrative 
experience, an aducationiet, (lii) aa 
angiaeer, and 0 t) a doctor. 
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203. A statutory post of Election Commissioner 9.8.1 
should be created for conducting elections 

to local bodies, both urban and rural. 

204. It should be statutorily laid down that while 9.9.1 
the -Municipal Hoard as such should formulate 
policies, the execution of its decisions and the 
implementation of developmental programmes 

should be squarely the responsibility of the 
Chief Executive Officer of the Board and he 
should be given adequate powers to discharge 
these functions effectively. The status of the 
Executive Officers of Municipal Boards 
should be suitably raised as recommended in 
para 9.9.1. With regard to the posts in 
subordinate ser/ice in the Municipal Boards, 

Officers of equivalent status in the subordinate 
services of the State should be taken on 
deputation. 

24.3. District Tribunals comprising the District 9.9.2 

Collector and the District and Sessions Judge 9.9.3 

should be conslittited for enquiring into the 
complaints and taking disciplinary action 
against the elected representatives. The Beard 
of Revenue should be declared as the 
Appellate Admuustrative Tribunal for this 
purpose and should be treated as the final 
administrative authority with regard to the 
disciplinary action against elected representa¬ 
tives. 

206. With regard to the removal of elected repre- 9.9.4 
sentatives the powers should be delegated to 

the various authorities as recommended In 
para 9.9.4. 

207. The elected representatives removed from 9.9.6 
office as a measure of disciplinary action 

should be debarred from seeking re-election 
for a period of five years. 

208. Wherever Municipal Boards are superseded, 9.9.7 
only government servants should be appointed 

as Administrators. 

209. A post of Deputy Director, Local Bodies should 9.9J 
b« created for the purpose of inspections of 
Municipalities with a population of more than 

30,000 and for enquiring into complaints 
against them. In respect of other Municipal!- 
tiot, aotioo should ba taken as recommended 
(■ pua 9.9.t, 
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310. The Municipal Boards should be required 9.10.1 

to administer the abadt lands strictly in accor¬ 
dance with the town plans prepared with the 
help of the State Town Planning Organisation. 

211 Collectors may be authorised to remove 9.10.3 

unauthorised encroachrnents on municipal 

lands. All Municipalities should be required 
to conduct an annual survey of municipal lands 
and send a certificate to the Director Local 
Bodies to the effect that they have satisfied 
themselves through complete inspection of all 
vacant abadi lands that there are no unautho¬ 
rised encroachments other than those in which 
action has been initiated by them. 

212 The Municipal Boards should prepare five 9.11.1 

year development plans for their guidance, 

which should be sent to State Government for 
approval. On approval of the five year plan, 
annual development plans should be prepared 
by the Municipal Boards. 

213. The scheme of urban community development 9.12.1 
blocks should be given effect to as early as 

possible 

214. The financial assistance to the Municipal 9,13.1 

Boards should be given on the basis of the 

criteria mentioned in para 9.13.1. 

215. The Municipal Boards should make necessary 9.14.1 
arrangements for the welfare of their employees 

in conjuction with the Labour Department. 

216. Road diversions for abadi areas should be 9.15-1 

constructed for State Highways and other 

important tboroiightares. 

CHAPTER X 

PtTBLIO RELATION8 

217. The Public Rel.itions Department should act 10.2.1 
more or less as a technical advisory department 

to all other departments of the government 
as far as matters relating to public relations 
are concerned and should assist them in 
organising their own public relations activities 
appropriately. 

218. Each Head of the Department should appoint 10,2.1 
one of the officers at headquarters as officer- 
in-charge of public relations, for ensuring 

that the public relations activities of the depart- 
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ment receive «dequatc atleotioii. They 
should also review the progress in this direc¬ 
tion at least once in a quarter. The Diiector 
of Public Relations should convene a meeting 
once a quarter of the ofRcers-in-charge of 
public relations m diiferent departments for 
co-ordinating and strengthening the public 
relations activities of these departments. 

219. Explicit instructions should be issued to all 10.2.2 
Extension Officers in the development blocks 

to ensure that they devote adequate attention 
to educating the people with regard to the 
developmental programmes and the progress 
in this direction should be discussed with the 
Public Relations Officer of the district. The 
Collector should ensure that the public rela¬ 
tions work in the district receives adequate 
attention at all levels. 

220. Public Relations Department should concentrate 10.2.3 
more on its educative and reformatory role 

than it is doing at present. 

221. The Government of India should be moved for 10.2.4 
integrating their publicity units in the State 

with the State Public Relations Department. 

If the Government of India do not agree with 
the proposal, steps should be lakcn to bring 
about as much a measure of co-ordination 
between the twe publicity units as possible. 

222. The new legislative amendments or policy 10.2.5 

decisions of the State Government should be 

widely and effectively publicized for the infor¬ 
mation of the people. 

223. The Government should appoint a special 10,31 

committee to examine the procedures followed 

by different government offices in matters which 
involve direct dealings with the public and 
suggest suitable methods of rationalising them. 

224. A separate post of Receptionist sboula be 10.3.2 

sanctioned for all government offices which 

have substantial public dealings. In offices 
where the Receptionist will not have whole 
time work, one of the officials in the normal 
establishment may be deputed lo work as 
Receptionist in addition to his own duties. 

If possible, the Receptionist should also be 
provided with an internal telephone connection. 

He should also be provided with one or more 
Clau IV teivants. 
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225. Normally visitors should not be permitted to 
meet any otRcial below the Section OfRcers 
in the Sccietariat or the Office Superintendents/ 
Head Clerks in departmental offices for enquir¬ 
ing about any official business. 

27,6 The Receptionist should also maintain ready 
stock of standard application and other forms 
which arc normally required in connection 
with the business dealt with in the office, and 
these should be supplied to the visitors on 
demand. 

227. Standard saleable forms for applications 
should be devised by each Head of the Depart¬ 
ment in which the members of the public may 
submit their applications. 

228. All government offices should have adequate 
arrangcmeints foi the seating of visitors. Basic 
facilities, such as, drinking water, fans etc. 
should also be provided to the visitors, 

229. Whole-time posts of Receptionists should be 
created for the departments mentioned in para 
10.3.5 and part-time posts of Receptionists in 
the departments and offices mentioned in para 
10.3.6. 

230. Courts should have proper seating arrangements 
for the counsels, witnesses and litigants. 

231. Receptionists should also maintain a complaint 
or suggestion box. Heads of Offices concern¬ 
ed should examine all these applications or 
complaints. 

232. As far as possible, complaints should be 
enquired into on the spot by touring officers. 

233. District Collectors should be invested with 
special powers to enquire into complaints 
against any government agency at the district 
level Such enquiries may be made either 
through the agencies directly subordinate to 
the Collector or the appropriate departmental 
agencies He may, however, send the routine 
complaints received by him to the departmental 
officers concerned for disposal. For the 
purpose of getting these enquiries made the 
Collectors should have at their disposal an 
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independfnt agency in the form of a General 
y\ssistant to the Collector. Theae posts may 
be manned by officers of the Rajasthan 
Administrative Service. There should be 
eight such posts and the jurisdiction of each 
office should be as recommended in para 10.4.4. 
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NOTE OF DISSENT BY SHRl P.K, CHAUDHARY. 

OMBUDSMAN 

1. The institution of Ombudsman is a new venture in 
the realm of Constitutional law. Only a very few countries in the world 
have this institution but they differ from one another in varying degrees. 
In Sweden, the institution of Ombudsman was established in 1809. 
Sweden has two Ombudsmen—Military Ombudsman and Civil Ombudsman. 
The Sweden also has an alternative “Grievanceman”. He is the 
Monarch’s legal adviser and hears citizens’ complaints against the 
executive. Unlike the Civil Ombudsman, he is responsible to the King 
and the Government and not to the Parliament. 

2. The Swedish Military Ombudsman has been copied by Finland 
since 1918, Norway in 1952 and recently by West Germany. In 1953, 
Denmark amended her Constitution and made provision for the institution 
of “Folketengets Ombudsman”, i.e. ‘‘Stale Controller” or Parliamentary 
Commissioner for Civil and Military Government administration. 
Under the above Constitutional provision the Danish Parliament in 1954. 
by an Act, provided for the appointmen' of the Civil Ombudsman only- 

3. In Newzealand the Parliament in 1962 passed an act providing 
for the appointment of an Ombudsman. 

4. In United Kingdom, the Council on Tribunals in its 
Third Annual Report issued in 1961 makes reference to a proposal 
for the establishment of a Parliamentary Commissioner, modelled on the 
Ombudsman of the Scandinavian countries. The report is still being 
studied by the United Kingdom Government. 

5. Besides the countries mentioned above, no other country has 
this institution of Ombudsman. 

6. Regarding the efficacy of the institution of Ombudsman, there 
is hardly any information available with the Committee Secretariat or the 
undersigned to give a considered opinion. The only information that 
could be gathered is as under:— 

(i> Swedish Ombudsman .—During a period of 13 years from 

1947 to 1958, the Swedish Civil Ombudsman prosecuted officials in 

ninety-one cases, which included ten disciplinary abtions. Of 
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these officials, eighteen were public prosecutors, fifteen were police¬ 
men and four were Clergymen. 

The Swedish Ombudsmen spend much of their time investiga¬ 
ting government institutions on their own initiative. This 
includes actual visits to barracks, prisons, mental homes and 
hospitals. Part of every day is spent by the Ombudsmen’s staff 
in scanning the newspapers for grievance cases. 

(ii) Danish Ombudsman .—In about 10% of the investigated 
cases, the Commissioner has found it necessary to make criticism 
or to put forward recommendations of one kind or another towards 
the authority concerned. 

7. In view of the fact stated above, I would use a word of caution 
that the State Government should move warily in the matter. 

8. Appointment .—The Committee recommended that the Ombuds¬ 
man “should be appointed by the President of India on the recommenda- 
lion of the Chief Justice of the Supreme Court of India”. I disagree with 
this recommendation. 1 consider that this mode of appointment of the 
Ombudsman as a nominee of the Chief Justice of the Supreme Court is 
not in consonance with his status as a Parliamentary Commissioner for 
Investigation—an officer of the Parliament, i.e. the State Legislature, he 
being removable by a vote of no-confidence in the State Legislature. 

9. In all the countries mentioned above in which this institution 
of Ombudsman is in vogue, his appointment is made by the Parliament. 
The Committee’s reconunendation is broadly based on Danish Pattern. 
But in Denmark the Ombudsman is elected. The First Danish Parliamen¬ 
tary Commissioner, Stephan Hurwitz was elected by the Parliament and 
took over office on 1st April, 1955. 

10. In Newzealand the Commissioner is appointed by the Governor 
General on the recommendation of the Parliament. Incidentally Newzea- 
land’s first Commissioner is Sir Guy Powels, who was High Commissioner 
for Newzealand in India during 1960-61 and was an experienced barrister 
and solicitor. 

11. Under these circumstances, I would recommend that the 
Ombudsman should be appointed by the President or the Governor either 
on the recommendation of the State Legislature or from a panel of three 
names submitted by the Speaker of the State Legislature in consultation 
with the leader of the House and the leader of the Opposition. 
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12. Function and jurisdiction .—The Committee have recommended 
that the Ombudsman’s “jurisdiction should extend to all the Cabinet 
Ministers, Deputy Ministers, civil servants and all other persons acting in 
the service of the State, except officers presiding over law courts in as far 
as the actions taken by them in that capacity are concerned,” I have my 
difference on this score too. I am of the considered opinion that the 
Ministers should be excluded from the jurisdiction of the Ombudsman. 
The Ministers are responsible to the State Legislature. The Minis* 
terial responsibility to the Parliament is a fundamental principle of our 
Constitution. Moreover, Ministers, by and large, deal with questions of 
policy rather than day to day administration and it has been visualised 
in the Committee’s recommendation that it was with administrative 
decisions alone that the Commissioner would be concerned. 

13. The Newzealand Government and the Parliament who adopted 
the institution of Ombudsman in 1962 are also of the same opinion. 
According to them also the Minitsterial re.sponslbility to the Parliament 
was a fundamental principle of their Constitution and the Government 
believed that to include Ministers directly would seriously impair this 
principle. 

14. In conclusion, T would recommend the adoption of the system in 
force in Newzealand, whose outline I am giving below in brief;— 

A. Parliamentary Commissioner’s jurisdiction. 

(i) He would not review decisions of the courts of law. 

(ii> He would not review decisions where there was already a 
right of review or appeal to an administrative tribunal. 

(iii) Matters of policy were outside his jurisdiction. For these 
matters government must be solely responsible to the Parliament. 

(iv) He would not be able to reverse or modify decisions 
himself, or to direct a department of a certain course of action. 
The Commissioner would investigate a particular act or decision. 
If he though* that a decision should be altered or other action taken 
he would recommend accordingly to the department and send a copy 
of his report and recommendation to the Minister concerned. If 
the Minister and the department stood by what they had done, the 
Commissioner mi^t then report to the Prime Minister and to 
Parliament. 

(v) He would have no jurisdiction over local authorities. 

(vi) He would have no direct jurisdiction over Ministers as it 
is repugnant to the fundamental principle of the Constitution 
regarding Ministerial responsibility to he Parliament. 
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15. However, to reconcile the preservation of Ministerial responsi¬ 
bility with ‘ he aid of giving a remedy to the citizen, it has been provided 
that the Commissioner could look into recommendations made by a depart¬ 
ment *0 a Minister. The Commissioner could call for the departmental 
file, which would contain not only the department’s recommendations but 
the Minis er’s decision. If the Minister followed the recommendation, any 
criticism by the Commissioner would, in fact, be a criticism of the 
Minister’s decision. In addiTon, and this was important, Parliament 
would have the opportunity of calling on the Minister to justify this action 
and members would then be armed with the Commissioner’s recommenda¬ 
tions. 


B. Appointment and Powers of the Commissioner. 

(i) The Commissioner is an officer of the Parliament appointed 
by the Governor General on its recommendation. 

(ii) His principal function is to investigate either on complaint 
or on his own motion any administrative decision, recommendation, 
including a recommendation of a Minister’s act or omission of a 
government department or related organisation affecting any 
person in his personal capacity. 

BOARD OP REVENUE 

1. Board of Revenue was first established in the State under 
Rajasthan Board of Revenue Ordinance, 1949 and subsequently 
reconstituted under Rajasthan Land Revenue Act, 1956. Section 8 of the 
Act defines the powers of itie Board under sub-section (i) of this section: 
“the Board shall be the highest revenue court of appeal, revision and 
reference in Rajasthan.” Under sub-section (ii) of section 8 “the Board 
shall exercise such other powers and perform such other duties as may, 
from time to time, be entrusted to it by the State Government. Thus 
the Board exercises both judicial and administrative functions but the 
latter are rather ill-defined. Under Section 23 (1) of the Ad, the 
gon’rol of all non-judicial matters connected with revenue in the State 
other than matters connected with Settlement, is vested in the State 
Government and control of all judicial matters and of all matters 
•Annected with settlement is vested in the Board”. 

2, The Revenue Department is required to watch the state of 
revenue collections and progress of departmental expenditure, to compile 
the departmental accounts, to keep an eye on seasonal conditions and to 
supervise the administration of famine relief measures. This dichotomy 
of organisation impairs the working of the department with the result that 
revenue administration of the districts lacks unified and effective direction. 
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3. The institU'ion of the Board of Revenue, inspite of its long 
history and tradition, has left much to be said about the revenue adminis- 
tra'ion in the State. In reply to the questionnair circulated by the Com¬ 
mittee, a respondent (a statutory institution dealing with Land revenue) 
made the frank admission that “corruption at the lower levels of the re¬ 
venue staff is traditional, but it is not as wide spread as it is generally 
believed”. Under the Act, Land Record Officer, i.e. the Collector, is 
responsible for maintenance of records of rights. But in practice, it is the 
Patwari who initiates all entries in the annual register. And under Action 
140 of the Land Revenue Act, “All entries made in the record of rights 
shall be presumed to be true until the contrary is proved". In Rajasthan, we 
have today introduced the most progressive land reforms in the country, 
but on account of the sorry state of our revenue administration, there is 
a lot of discontent amongst the peasantry. 

4. I would, therefore, suggest that our tenancy and land revenue 
Acts may he suitably amended so that no alterations in the records of 
rights will be permissible except through a registered transfer deed or 
civil suits. 

5. Land Revenue is one of the simplest of direct taxes. It forms 
only about 33of the State’s total tax revenue. There is a falling trend 
in the share of land revenue to the total tax revenue of the State. And we 
have been able to manage as efficiently, if not better, without having a 
Board for it. The table on the next page will illustrate the point. 



TABLE 
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1961- 62 2160.75 847.00 39.20 476.00 22.03 460.00 21.29 43.32 

1962- 63, 2422.50 875.00 36.12 520.00 21.47 581.00 23.98 45.45 
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7. To avoid dichotomy in administration and to ensure unified direc¬ 
tion to the field administration, nearly half the States in India have abolish¬ 
ed the institution of the Board of Revenue. The States of (1) Assam. (2) 
Gujrat, (3) Jammu and Kashmir, (4) Maharashtra, (5) Mysore, (6) Punjab 
and Union Territories of (7) Delhi and (8) Himachal Pradesh have no 
Board of Revenue. 

8. I would, therefore, recommend that the revenue administration 
should be centralised in the Revenue Department and the Board of 
Revenue abolished. The purely judicial functions at present dealt with 
by the Board should be assigned to Revenue Appellate Tribunal, 
consiisting of a senior scale office of the Indian Administrative Service 
and one or two members of the s'^atus of a District Judge or Collector 

9. Administration of excise and taxation laws requires expert 
knowledge and experience in the matter. Members of the Board of 
Revenue are drawn from super-time scale. They are general adminis¬ 
trators having no special knowledge of taxation law administration. 
Promotion to these posts of super-time scale takes place virtually on the 
basis of seniority. The aptitude of the members for revenue or taxation 
law administration is not the criterion for their promotion to these 
posts. Under these circumstances, the argument that “the Board of Revenue 
should primarily concern itself with advising the State Government 

regarding the over-all policy in excise and taxation matters..** 

does not carry conviction. In the words of Asok Chanda Committee 
report on central excise reorganisation “taxation policy is best formulated 
in the economic affairs department of the Finance Ministry in association 
of the other economic Ministries”. 

10. Land revenue is onq of the simplest of direct taxes while o^her 
state taxes are complex indirect taxes, to put them under the supervision of 
same agency is also not desirable. Asok Chanda Committee is also of 
the view that the administration of direct taxes and indirect taxes should 
be under two distinctly separate agencies. I, therefore, disagree with 
the majority recommendation of the Committee for extending the functions 
of the Board of Revenue by including the administration of Excise and 
Sales Tax laws within its purview. 

DIVISIONAL COMMISSIONERS 

1. The argument that most other departments have regional 
level officers and hence we must have also Divisional Commis¬ 
sioners is not very cogent. These other dq'artments are technical 
departments. The regional level officers there are functionaries, with 
Well defined responsibility and duties to discharge, which is not the case 
with Divisional Commissioners. 
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2. The contention that a large number of Collectors are young 
oliKeTS and they have to depend on their own initiative and hence they 
require the advice and guidance of a senior and experienced colleague 
like Divisional Commissioner has been advanced ad nauseam for the last 
ten years. 

3. In 1953, Ihe-then Chief Secretary of the State as well as some 
Divisional Commissioners in their evidence before the Estimates 
Committee advanced the self-same arguments. They pleaded for the 
retention of the institution of Divisional Commissioners only for a 
period of five years from that date and no longer. 

4. The State Assembly continuously agita'ed for nearly a decade for 
the abolition of posts of Divisional Commissioners, which were considered 
to be redundant to the administrative requirements of the State. All 
sections of the House demanded its abolition. The successive Estimates 
Committees of the First and the Second Assembly also recommended for 
the abolition of the posts of Divisional Commissioners in the interest of 
economy and efficiency in the administration. The State Government, 
after giving urgent consideration to the matter for nearly a decade, 
ultimately decided lately to abolish these posts. 

5. No evidence could be adduced to indicate that the absence of the 
Divisional Commissioners has in any was affected adversly either the 
efficiency of the administrative machinery or the pace of developmental 
work at the regional, district or the village level. Besides our own State, 
the States of (1> Andhra Pradesh, (2) Kerala, (3) Madras, and Union 
Territories of (4) Delhi and (5) Himachal Pradesh have not got the 
posts of Divisional Commissioners. Madras is considered to be one of 
the two best administered States in the country and they are doing well 
without these posts of Divisional Commissioners and have not yet felt the 
need to revive these posts. 

6. The arguments put forward by the Committee for the revival of 
the posts of Divisional Commissioners are the same old arguments so often 
advanced by the advocates of the institution of the Divisional Commis¬ 
sioners as “cider brother of the peoples” representatives and friend, 
philosopher and guide, to the district level officers. All these points 
were taken into consideration by the Government when it decided to 
abolish the posts of Divisional Commissioners. The Committee 
have not brought out any new facts in support of its conten¬ 
tion. The very idea of having posts adorned by super-time scale officers 
which do not carry any specific responsibility for execution or administra> 
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tion of any scheme or project is repugnant to the cannons of economy 
and eflBciency in the administration. 

7. It is too soon yet lo consider the question of revival of these 
posts. I, therefore, disagree wi'h the majority recommendation of ^he 
Committee regarding the revival of the posts of Divisional Commissioners. 

SECRETARIAL STATUS 10 THE HEADS OF DEPARTMENTS. 

8. In Chapter 111 (D) para 27.5, the Committee has recom¬ 
mended as a trial measure to give the status of Additional 
Secretaries to the Government to the Heads of Department of Puclic 
Works (Buildings and Roads) and Industries and Supplies. 1 
disagree with this recommendation for the reasons already stated 
in para 27.2 of the same chapter. If any trial is to be made, it 
may be made with a smaller department like the Public Health and not 
with Public Works (Buildings & Roads) Department, which is a heavy 
spending department. The main argument advanced by the majority 
members of the Committee regarding giving secretarial status to the Heads 
of Departments is that it will eliminate delay in disposal of the work. 
If that be the only consideration, in that case I would suggest that the 
system prevalent in Bihar may be tried as a trial measure in the Public 
Works (Buildings & Roads) Department and the Indusiries and Supplies 
Department. In Bihar, since 1953 the Heads of Depanments are located 
in the same office as the Secretariat and the same file is dealt with by the 
Secretariat as well as the Heads of Departments. This has resulted in 
elimination of delay to a large extent. 
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APPENDIX I 

( Reference ; Chapter I Page 2 ) 

questionnaire—A 

i. Organisation. —-(o) Do you consider any changes necessary in 
present organisational set up of the State Government at the following 
levels:—■ 


(1) Secretariat, 

(2) Departmental headquarters, and 

(3) Field Organisation—from the regional level to the village 
level. 

If so, please indicate in detail, stating reasons. 

(b) Do you have any suggestions to make regarding the role of the 
DiStrjct Collector in the context of the Panchayati Raj and the separation 
of the judiciary from the executive ? 

2. Co-ordination and Policy Formulation .—Would you like to suggest 
any measures to improve the top level co-ordination and policy formulation 
at the State level I 

If so, please give your suggestions. 

In this connection do you consider— 

(i) the setting up of a “Control Room” i. e. a staff organisation 
to advise the Cabinet regarding s gnif cant developments in the impor¬ 
tant programmes administered by the State Government; 

(ii) appointment of a State Planning and Co-ordination Commission 
consisting of, say, the Chief M n'ster, Finance Minister and one or two 
other Ministers, and three experienced and whole-time experts in the 
field of Public Administration, Economic Affairs and Engineering or, 
in the alternative, comprising purely of experts, to advise the Cabinet 
regarding the State’s development programmes, and 

(iU) the strengthening of the Cabinet Secretariat to bring about 
better co ordination between various government departments, 

would prove to bo useful in bringing about better co-ordination at the 
State level ? 

Please give reasons for your answer. 



3. Efficiency, —^Do you feel that there should be a system of off icicncy 
audit to examine the working of various departmenis ? 

If so, how should suoh an audit be conducted and what should be 
the relationship between the administrative departments and the efficiency 
audit organisation ? 

If you do not agree with the above, do you have any other suggestion ; 
to ensure that both technical and administrative efficiency are achievec'. 
to the fullest extent in the administration ? 

If so, please narrate. 

4. Local Government.—‘(a) What has been the impact of Panchayati 
Baj on the administration of the State ? 

Please give your views in detail, with reasons. 

Do you have any suggest ions to make to remove the existing difficult ic 
■f any, in the working of Panchayati Baj ? 

If so, please narrate. 

(b) Do you feel that the elected fepresentatives, i. e., Sarponchas, 
Pradh.ans, Primukh.s, M. L. As. and M. Ps. are making useful contributions 
to the Slate administration, specially with reference to the development 
programmes ? 

Please give your suggestions, if any, in this connection. 

(c) Wliat arc your views regarding the functioning of the muni¬ 
cipal administration in the State ? 

Do you have any suggestions to make to improve the functioning of 
municipal bodies in the State ? 

(d) Would you consider the setting-up of a statutory body to super¬ 
vise the elections and the functioning of local bodies ? 

Please give your suggestions. 

5. Laws and Buies. —^To what extent and in what manner do you 
find any existing laws and rules framed by the Slate irksome, and what 
are your suggestions to remedy the situation ? 

6. Public relations. — {a) Are the “reception” arrangements in tlie 
government offices with which you have come into contact satisfactory ? 

If not, please give suggestions to improve the same. 

(b) Is it your feeling that the various government offjces which 
come into contact with the public are not workir > as efficiently as may be 
desirable ? 
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If so, please indicate the nature of the inefficiency noticed hy you and 
give your suggestions to remedy the situation. 

(c) Do-you feel that the attitude of the government servants with 
whom the public generally come into contact is sympathetic and under¬ 
standing ? 

Please give your suggestions, if any, in this connection ? 

7. Elimination of delays.—‘{a) Is it your feeling that normally the 
work is attended to with unnecessary delay in government offices ? 

If so, what, in your opinion, are the reasons for such delays ? 

Please give some typical instances of such delays. 

What suggestions do you have to offer to improve the existing state 
of affairs 1 

(6) In order to ensure that prompt decisions are taken on the day- 
to-day problems of the local people, do you feel that the Collectors, who are 
co-ordinating authorities at the diet rict level,8hould be vest ed with some more 
powers to take final decisions in such cases, in consultation with the district 
or regional level officers concerned t 

Please give reasons for your answer 1 

8. Prevention of corruption. —-(a) (t) What, in your opinion, is the 
extent and nature of corruption obtaining in government departments at 
various levels ? 

(it) Has the incidence of corruption increased or decreased in the 

recent years 1 

What is the basis of your opinion and what are the various causes of 
such increase or decrease ? 

(b) Do you feel that there is a reluctance amongst government 
officers to initiate disciplinary and legal action against the defaulters ? 

If so, what, in your opinion, are the reasons for this and how can the 
situation he remedied ? 

Please cite typical instances of this nature which are within your 
knowledge and indicate the steps taken by those concerned to bring the 
guilty to book. 

What steps, in your view, should be taken by the senior officers for 
nsuring the integrity of their subordinates ? 

(c) What is the i‘ole played by various agencies, professional touts 
nd others in aiding corrupt practices | 
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What measures tpould you like to suggest to improve the situation ? 

(d) What changes would you suggest in llie laws, rules and 
procedures to el m'nale corruption ? 

Please indicate in detail 

(e) Would you like to suggest any changes or improvements in the 
existing organ nation or th.e creation of new agencies for dealing with cases 
of corruption ? Tl'.c present set up comprises:— 

(i) the State Anti-corrupt ion Board, 

(ii) the Anti-corruption Department under t he Additional Inspec tor 

General of Police, and 

(ni) Coinmissiont'r for Departmental Enquiries. 

Please give your suggestions. 


(/) Would you like to suggest any changes in the various laws, 
rules and procedures to deal with corruption cases to ensure expediti. 
ous and more effective action ? 

If so, please give your suggestions, 

(g) What ot her measures would you like to suggest to oreat a strong 
climate in which corruption and dishonesty will not survive and grow. 

9. General. — {a) Do you hc/cc any suggestions to make regarding 
the working hours of various Government off ecs ? 

If so, please state with, reasons. 

(6) Would you like to suggest any changes in the present schedule 
of public hoi days 1 

If so, please narrate. 

(c) Would you like to suggest any c hanges in the present system of 
purchases by Government departments? 

If so, please indicate with reasons. 

(d) Would you 1 ke to suggest any changes in the existing system 
of mak’ng payment of the bills by Government departments? 

If so, please state your present difficulties and suggest improvements 
with reasons. 

(e) Do you have any suggestions to improve the present arrange 
nient regarding pajTnent ofdues to the Government by the members of the 
I ublic ? 
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If so, please give your suggestions. 

if) Do you feel that the present system of giving contracts for 
government works is working satisfactorily ? 

If you have to make any suggestions in this respect, please narrate 
with reasons. 

(g) Do you feel that there should be any changes in the present 
system of association of members of the public with the processes of 
Government at any level ? 

If so, please indicate the manner in which this may be done, giving 
reasons. 

(h) Do you think that there should be a system of having part-time 
paid non-official consultant s with expert knowledge to advise the Government 
on important matters? 

Please give your suggestions in this respect. 

(j) Do you have any other suggestions io make to improve the 
efficiency of the working of government offices? 

If so please indicate. 



APPENDIX II 

{Reference : Chapter I page 2) 

Q UE8TI0NNAIRE—B 

I. ObOANISAtION and GoobDINATION 

1. Do you consider any cJianges necessary in the present organisai ion: 1 
sot up of the State Government at tlie following levels:—■ 

(1) Secretariat, 

(2) Departmental headquarters, and 

(3) Field Organisation—^from the regional level to village levt'l. 
If so, please indicate in detail, stating reasons. 

2. Would you like to suggest any measures to improve the top level 
co-ordination and policy formulation at the State level ? 

If so, please give your suggestions. 

In this connection do you consider— 

(i) the setting up of a 'Control Room’ i. e., a staff organisation 
to advise the Cabinet regarding significant developments in the 
important programmes administered by it, 

(ii) appointment of a State Planning and Co-ordination Commission 
consisting of, say, the Chief Minister, Finance Minister and one or 
two other Ministers, and three experienced and whole-time experts 
in thefilds of Public Administration, Economic Affairs and Engineer¬ 
ing or, in the alternative, comprising purely of experts to advise the 
Cabinet regarding the State’s development programmes, and 

(w) the strengthening of the Cabinet Secretariat. 

would prove to be useful inbringing about more efficient execution and 
better co-ordination at the State level ? 

Please give reasons for your answer. 

3. (a) What has been the impact of Panchayati Raj on the adminis¬ 
tration of the State ? 

Please give your views in detail with reasons. 
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(6) Does your department experience any difficulties in co-ordinat¬ 
ing its activities with the Panchayati Raj insijtutions in as far as matters 
relating to them are concerned 1 

If so, please indicate in detail and suggest appropriate solutions. 

(c) Has the administrative work in your department increased or 
decreased with the constitution of the Panchayati Raj institutions ? 

Please give reasons. 

(d) Has the technical quality of work done in the field relating 
to your department improved or deteriorated with the constitution of 
Panchayati Raj institutions 1 

Please give reasons for your answer. 

(e) What measures would you suggest to ensure that Extension 
Officers discharge their duties efficiently and adequate control is exercised 
over them by the District, and Divisional Level Officers and the District 
Development Officers ? 

(/) Do you feel that the elected representatives i. e., Sarpaiichas, 
Pradhans, Pramukhs, M.L. As. and M. Ps. are making useful contribution 
to the State administration, specially with reference to the development 
programmes ? 

Please give your suggestions, if any, in this connection. 

(g) Would you like io make any other suggestions to remove the 
existing difficulties in the working of Panchayati Raj bodies as far as your 
department is concerned ? 

If so, please narrate. 

4. (a) What are your views regarding functioning of the municipal 
administration in the State 1 

Do you have any suggestions to make io improve the functioning of 
municipal bodies in the State ? 

(b) Would you cons der the setting-up of a statutory body to super¬ 
vise the elections to, and tlie functioning of, ubran local bodies to bo a 
desirable step ? 

Please give your views. 

0. (a) Do you feel that there should be any changes in the present 
system of associating members of the public with the processes of govern¬ 
ment at various levels 1 

If so, please indicate the manner in which this may be done, giving 
reasons. 
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(b) Do you think that there should be a system ol having part- 
time paid non-offjcial consultants with expert knowledge to advise the 
government on important matters ? 

Please give your suggestions in this respect. 

6. (a) With which departments of the government does your depart¬ 
ment normally have to co-ordinate its activities ? 

Do you ensure that your departmental officers co-ordinate their work¬ 
ing with the officers of other related departments at the State, Begional, 
District and Block levels ? 

If so, please indicate how this is ensured t 

(6) Do you feel that your department receives prompt cons deration 
from other departments of the government in matters which concern both 
your department and other departments * 

If not, please quote instances and suggest appropriate solutions. 

(c) Do you have any suggestions to make to improve the co-ordination 
amongst sister departments of the government at any level * 

If so, please indicate. 

7. What has been the effect of the abolition of the offices of the 
Divisional Commissioners on the co-ordination between the Collectors and 
the Regional Level Officers ? 

What measures would you suggest to bring about better co-ordination 
between these offices ! 
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n. SERVICES. 

1. Service Rules .—(Zo ii) Have Service Rules been promulgated 
for all categories of services in your department ? 

If not, why ? 

(m) At what stage is the matter of preparation of Service Rules at 
presents 

When are they expected to be ready ? 

(m) What arrangements have you made in the absence of Service 
Rules to deal with the questions relating to recruitment, promotions etc. ? 

(6) If Service Rules have been framed, would you like to suggest 
any material changes in them ? 

If so, please state with reasons. 

2. Beer Uinent.—^{a) (i) Please give the following information:— 


S. Category of No. of posts No. of Officers No, of Va- No. of per- 
No, post sanctioned working at cancies sons not duly Remarks 

present recruited 

according to 
rules or go¬ 
vernment 

Perm./ Perm./ Perm./ orders. 

Temp. Temp. Temp. 

Total. Total. Total. 


1 2 


3 


4 5 


6 


7 


(») What are the reasons for the various posts lying vacant in youT 
depaftmemt 1 

(m) In the case of persons who were not recruited according to the 
rules or government orders, what were the reasons for doing so ? 

(tv) Are persons with requisite qualifications available for the 
various categories of poets in your department ? 

If any difficulty is being felt in this respect, please indicate. 

(v) What suggestions would you like to make to remove the 
existing difficulties, if any, regarding non-availability of qualified personnel ? 
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(vi) How do you propose to meet the existing shortage of personnel 
in your department, if any—< 

(») by amendment of the prescribed qualifications ; 

(»») by arranging appropriate training programmes ; 

(»♦») by other methods (enumerate). 

{vii) What difficulties are you experiencing in confirming the eljgibl® 
temporary staff of your department ? 

(6) (i) Please indicate the anticipated requirements of different 
categories of personnel (State and Subordinate Services only) in your 
depaptment during the Third Pive Year Plan period (i. e., period ending 
Slat March, 1966). 

(u) Do you anticipate any difficulties in finding qualified'personnel 
to man the additional posts expected to be created in your department 
in the Third Five Year Plan period f 

(e) (♦) In matters relating to appointments whith should be made 
in consultation with the Rajasthan Public Serrice Commission, at what 
stages do delays tahe place and what are the reasons for these delays I 

Please indicate, with appropriate solutions in each case. 

(<») Please give the following details regarding references made to 
the Rajasthan Pmblic Service Commission, for recruitment to various 
posts in your department which have been pending with them for more 
than six months. 


Designation 

Date on which Whether any back 

Date on which 

Reason 

of post. 

requisition sent reference received 

replies sent to 

for 

from R.P.S.C. ? If 
yes, then what was 
the nature of such 
back reference. 

R.P.S.C. reg. 
their back re¬ 
ference. 

delay. 

1 

2 3 

4 

0 


(Hi) Do you think, there are any categories of personnel whose recruit¬ 
ment should be excluded from the purview of the Rajasthan 
Public Service Commission * 

If so, please state with reasons and suggest alternative methods 
of recruitment, 

(d) (*) At what stages, if any, in each Service of your department, 
should direct recruitment be resorted to in addition to 
that made at the initial stage ? 
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Please indicate with reasons. 

(«) Direct recruitment may be made 

or on the basis of a restricted cadres 

government servants working in he for the 

of the same Service possessing requiBi ^ should 

post in question. Which of «iese two alte^We 

be adopted with- respect to the aiffere 
department ! 

Please give reasons in each case,. 

(tit) For recruitment to ■^‘lf*ous categories of c°<®i^ion, 

ment through the feaiasthan Public 

would you suggest that^e Commission h j^^ejyiew, or 
competitive examination ^®°ompanied ^ ^ 

should recruitment take place only on the be^is 
view ? 

Please give your suggestions with respect to each OB ^ 
of posts separately giving reasons. 

3. Appointmentt.^Do you consider any further ^ 

necessary regarding appointments to various catagor 

If so, please enumerate, givirg adequate justificfttion in ea h 

4. Transfera.-^{a) Are the exjsting orders 80'v^\^yott*^Mggeet ! 
government servants adequate 1 If not, whet changes wo y 

*ive reasons. 

(6) How many government servants belongi^ to gj^ce 

ordinate ^rvices under your department were transferred m 
in the course of the last two years ? 

Please give reasons in each case. 

(o) What in your opinion should be the minimum 
period of stay of an officer on each category of posts m your dep 

(d) Do you agree with the present convention that the 
the government should not be posted in their home districts 

tion of those who draw salaries in grades with a maximum / 

836/4 or less } 

If not ,what changes would you suggest in this connection 1 

(e) How many officers are there in youT department 
falaries in grades with a maximum of more than Rs. 336/- and are a Pf 
working in their home districts ? 



if) Would you like to suggest any further delectation of powert 
in matters relating to postings and transfers of officers working in ynnr 
department ? 

Would you agree with the suggestion that the officers below the district 
level should be allotted to the District or Division by you and the derailed 
postings within the District or Division to be left to the District or Divisional 
level officers concerned ? 

(g) Would you agree with the suggestion that tl^ various posts 
in your department should be categorised as A. B. and C. in order of their 
importance, and the senior most available officers be posted only to category 
A pjOsts, and junior most officers to category C posts. 

Please give ypur views, with reasons. 

6. Promotions. — [a) Are suitable avenues of promsotion available 
for each category of staff in your department t 

If not, please give your suggestions to ensure thi% in detail. 

(b) Would you like to suggest any changes in the criteria at present 
adopted for giving promotions j .e., seniority cum-merit 1 

If so, please give your suggestions in detail. 

(4) Do you agree with the present system of screening candidntes 
before promotion with the aid of Promotion Committees ? 

If you think any changes are necessary, please ndicate with reasons. 

(d) If you feel, that screening of candidates before promotion is 
nficesaary^ should this screening take place at each stage of promotion or 

only at a few stages ? If you hold the latter view, please indicate the stages 
at which the screening should take place for various categories of posts in 
your department. 

(e) Would you like to suggest any other changes in the existing 
rules and procedure regarding promotions ? 

If so, please narrate. 

6. Training,—^a) (t) What are the existing arrangements regarding 
training of staff after their recruitment in your department ! 

Are these arrangements satisfactory 1 If not, please give your views . 

What changes would you like to suggest regarding training programmes 
of the different categories of personnel working in your department, if any 1 

(t’i) would you like various categories of officers working in your depart- 
ment to undergo refresher courses after a prescribed number 
of years of service ? 
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If so, please give your views in detail. 

(6) Would you like to suggest imparting of any special training for 
the officers wotking in your deparlment before they actually take over 
charge of their posts ? 

If so, please indicate the nature of such training and the manner in 
which it should be imparted. 

(c) Do you think, it would be profitable to arrange combined training 
courses for officers belonging to a number of departments ? 

If so, at what stage should those combined courses take place and how 
should they be arranged ? 

(d) (i) What should be the probation period for various eategories 
of personnel working in your department ! 

(ti) What action has your department taken to ensure that pro¬ 
bationers to the different services receive adequate training 
and attention during their probation period ? 

Do you have any suggestions to make in this conneetion f 

(hi) Do you think, it is necessary to create a training reserve for 
any category of posts in your department in case such reser¬ 
ves do not exist at present for any category of posts. 

If so, please indicate with reasons giving the proposed strength 
of such reserve in each case. 

(tv) Do ypu think that any special training should be imparted to 
the Ministerial staff working in your department ? 

Will it be possible for your department to make necessary arrange¬ 
ments for imparting this training by appointing officers 
and senior officials as part-time lecturers and giving them 
honoraria ? 

If not, please suggest alternative methods of imparting 
training. 

7. Efficiency. —-(a) What measures would you suggest to impro 
the efficiency of the government servants working in your department ai 
various levels (e.g. by providing incentives sucli as, promotions on the 
basis of merit-cum-seniority, grant of advance increments etc. and by 
punishing defaulters in an effective maimer etc.) ? 

(6) How many personnel belonging to the State and SuL i, uaie 
Services have been stopped at the efficiency bar in the course of the last 
three -years in your department t 



(c) What, in your opinion, would be the optimum number of efficiency 
bar in the various scales presct'ibed for the government servants working 
in your department and after how many years of service should these be 
operative ! 

(d) Do you have any other suggestions to make the system of efficien¬ 
cy bar more useful t 

{«) How should outstanding merit be recognised:— 

(♦) by giving out of turn promotions; 

(it) by providing special merit grades for each service; 

(Hi) by giving advance increments; 

(iv) by awaild of merit certificates; 

(o) by other methods (please give your suggestions in detail) 

8. DitcipUne. —^(a) What is your own opinion regai^ding the dis¬ 
cipline ptevailing amongst various categories of staff in your department! 
If you feel that there is some indiscipline prevailing amongst government 
servants working in your department, what, in your opinion, are the main 
causes for the same 1 What measures wotild you suggest to improve disci¬ 
pline in your department ! 

(6) Do you consider any changes necessary in the present rules and 
procedures governing disciplinary action against government servants f 

If 80| please state with reasons. 

(o) How xnany government servants are there in your department 
who have been under suspension for more than six months ! Give reasons 
in each case ! 

(d) Please append a statement indicating the following particulars 
regarding cases in which disciplinary action was taken against government 
servants in the course of the last two years:— 


s. 

Designation of 

Nature of 

Date when charge- 

Date of final 

No. 

govt, servant 

default 

sheet served 

orders (if case 



finalised) 

1 

2 

3 

4 

5 

s 1 V-s, «s .s 1 


Nature of final Present stage of enquiry Eeasons for delay 

orders. (if case still pending). if any. Remarks. 


6 


7 


8 


9 
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9. Prevention of corruption.—(a) (i) What, in your opinion, i« th« 
extent and nature of corruption obtaining in your department at rarious 
levels f 


{ii) Hae the incidence of corruption increased or decreased in the 
recent years * 

What is the basis of your opinion and vrhat are the causes for 
such increase or decrease ! 

(6) Do you feel that there is reluctance amongst government officers 
to initiate disciplinary or legal action against defaulters « 

If BO, -what in your opinion, are the reasons for this and how can the 
situation be remedied 1 

What steps should, in your view, be taken by the senior officers to 
ensure the integrity of their subordinates f 

(c) What is the role played by various non-official agencies, pro¬ 
fessional touts and others in aiding corrupt practices t 

What measures would you suggest to meet the situation I 

(d) What changes would you suggest in the laws, rules and pro¬ 
cedures dealing with corruption to enable more effective action to be taken. 
Please indicate with reasons. 

(e) Would you like to suggest any changes or improvements in 
the existing organisationtf, or creation of a new agency, for dealing with 
cases of corruption 1 The present set-up comprises— 

(i) the State Anti-Coituption Board; 

(if) the Anti-Corruption Department under the Additional Inspector 
^neral of Police; and 

(iU) Commissioner for Departmental inquiries. 

Please give your suggestions. 

(/) Do you feel that corruption could be minimised as far as your 
department is concerned by changing certain laws, rules and procedures 
which at present are apt to lead to the adoption of corrupt practices! If 
so, please give your suggestions. 

(ff) What other measures would you like to suggest to create strong 
climate in which corruption and dishonesty would not survive and grow! 

10. Interference in Delegated Authority.Save there been any 
instances in which either you or the officers working in your department 
have been prevented from exercising freely, and according to their discretion 
the authority delegated to them in matters relating to recruitment, appoint¬ 
ments, traixsfers, promotions or disciplinary action etc. ! 
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If so, please cite instances. 

What are the various sources from which such interference cones 
what measures would you suggest to meet the situation 1 

11. Confidential Reports. — (a) Is the present system of recording 
annual confidential reports satisfactory ? 

What changes in the prescribed forms or the procedure, particularly 
with reference to levels at which remarks are recorded, would you suggest 3 
Give reasons. 

(6) Do you consider the present systsn of recording confidential 
reports a satisfactory method of improving the efficiency of government 
servants ! 

(c) Do you think that it would be advisable to communicate all 
remarks recorded in the annual confidential reports of government servants 
to them, or should only selected remarks bo communicated 3 If you hold 
the latter view, would you consider it proper that only adverse remarka 
be communicated or should outstanding remarks also be communicated f 

Please give resons for your answer. 

(d) In order to enable a more objective assessment of each officer's 
performance to be made, do you think that a separate performance record 
should be maintained for each officer on the basis of which a separate state¬ 
ment giving objectively, the work done by the officer in the course of every 
year should be prepared and appended with the official's annual confiden¬ 
tial report ! 

If so, what weightage should be given to the performance record vis-a- 
vis the confidential report in assessing the merit of government servants * 

If you agree with the above suggestion, please append a draft form 
in which the performance record may be maintained for all categories of 
officers belonging to State and Subordinate Services working in your 
department, separately. 

If you do not agree with the above suggestion, please state reasons 
for disagreement. 

12. Leave. — -{a) Are any difficulties being experienced at present 
regarding grant of leave to the staff ? 

If so, enumerate. 

(6) Are leave salaries paid to the staff in time ? 

If not, what are the reasons for the delay ? 

(o) Do you think any changes are necessary in the present leave 
rules to improve the efficiency of working of government offices ? 



if *0, please indicate in detail. 

13. Salariet.—'H.oyr many goTcrnment seryants are there in yeur depart# 
ment who have not received their salaries for more than three months t 

What are the main reasons which have held-np disbursement of sala¬ 
ries in time t Give typical instances. 

What remedies would you suggest to meet the situation ! 

14. JSetiVemenh—‘(a) Would you like to suggest any changes in the 
present rules and procedure regarding compulsory retirement ? 

If so, please indicate with reasons. 

(6) What, in your opinion, should be the age of superannuation for 
various categories of government servants working in your depa^ment ? 

Please give reasons for your answer. 

16. Pensions. — (a) How many persons are there in your department 
who retired more than six months back and have not yet received their 
pensions 1 How many of these have not yet received their provisional 
pensions 1 

(6) What are the main reasons for the delay in the finalisation of 
pension cases and disbursement of pensions ? What remedies would you 
suggest in this connection ? 

(e) With respec^ to those employees who are due to retire before 
1st January, 1967, how many are there whose records are not yet com¬ 
plete 1 

What are the reasons for the non-completion of their seiviee records t 

(d) How many persons have opted for contributory provident 
fund in lieu of pension ? What diffietdtiee are ezperieneed in ike tefmd 
of the amount f 

16. Se^Smployment and Jrfl;<e»<toM..^hou]d extension or re-em^oy- 
ment be given to government servants of out standing merit ? 

Please give your suggestion in detail indicating the categories of staff 
fer which this principle should be adopted. 

17. Service Associations. —(a) Are there any Service Associations 
working in your department 1 If not, what is the method of ventilation of 
grievances of the staff ? 

Is a personal hearing given to the staff before a representation is 
finally rejected ? 

(6) Would you like to suggest any changes in the various rules 
and government orders relating to Service Associations } 



18. Welfare of Servioet.-^(a) What action has been taken in yout 
department for ensuring the welfare of the staff f 

(6) What are your views regarding making medical facilities avail¬ 
able to the retired government servants 1 

(c) Are the existing facilities made available to the government 
servants adequate t 


If not, what are your suggestion to improve the situation 1 



ni OFFICE PROCEDURE. 


1. Departmental ji Manual b#en prepared for your 

department ? 

If so, is it up-to-date ! 

Is it available in all the offices of your department t 

If not, when do you propose to prepare a Manual for your department! 

2. Distribution of laork.'-^a) What are the main functions and res- 
poMibilities assigned to your department ! 

Would you like to suggest any changes in these t 

(b) Have clear orders been issued defining nature of duties assigned 
to each officer of your department t 

Would you like to suggest any changes in the duties assigned to the 
officers working in your department f If so, please indicate with reasons. 

(<j) Have orders been issued specifying the distribution of work 
amongst ministerial staff working in the various offic es of your department! 

(d) With regard to those government servants whose functions 
have been prescribed under any of the existing statutes, would you like 
to suggest any changes in these functions ! 

If so, please indicate with reasons. 

3. Delegation of Powers.—-(a) Are ail categories of government ser¬ 
vants working in your department aware of all the orders regarding dele- 
gation of powers to officers at various levels in your department ? How are 
they informed of this 1 

{b) Is there a tendency in the departmental officers to shirk from 
using the powers delegated to them f What is the present method of ensur¬ 
ing that papers are not unnecessarily submitted to higher authorities and 
that decisions are taken confidently at the level at which discretion has 
been vested ! 

Do you have any suggestions to make to improve the existing state 
of affairs in this connection t 

(c) Have any instances come to your notice regarding misuse of 
delegated authority ? 

If so, please give instances in brief, t 



4. Lwtl Sumplng.-^a) Do. you think that deUyi oould b* eliminated 
in oettain types of cases in your department by reducing the number of 
levels of submission of papers t 

I 

(6) Do you envisage any difficulty in adopting the principle that 
all papers should be seen by two officers at the most, the officer examining 
the case and the officer competent to take the final decision ? 

If not, indicate exceptional cases in which this procedure cannot be 

followed. 


8. Office Work. — <(a) (i) What is the existing procedure in your 
effiee regaling dealing with dak papers 1 

(*») Are separate receipt registers maintained by the General 
Receipt Clerk of the office and by each section I 

If so, would you envisage any difficulty if all dak is seen by the Office 
Superinteiident/Head Clerk and then distributed to the sectiona con* 
eemed, where alone the papers should be entered in the Receipt Register, 
there Wng.no General Receipt Register in the office as such. 

(m) Likewise, would you envisage any difficulty if all despatch 
work is done in the sections and the General Despatcher is only re¬ 
quired to place letters in the envelope, write addresses and affix stamps 
thereon ! 

(6) Do yon suggest any changes in the present procedure regarding 
dealing with papers under consideration ? 

If so, please indicate. 

How do vou ensure that papers are put up in time for orders by 
the dealing officials f 

Would you like to suggest any methods to ensure that papers do not 
remain unattended for long periods in your office ? 

(c) What measures, in your opinion, should be adopted to ensure, 
that oases are properly scrutinised by the higher officers before a reference 
is made to subordinate offices calling for information so that unnecessary 
work in lower offices may be avoided ! 

(d) Are there any types of cases which are at present being dealt 
with in the Secretariat which in your opinion, should be attended to by the 
Head of department or any other officers of the government ? 

If so, please indicate the nature of such cases giving your suggestions 
in the matter. 

(«) With regard to representations from the public, would you 
like to suggest any conventions that could be adopted to deal with them 
in ^e offiees other than those in which the final decision has to be taken 1 



tt 10, pleue indicate. 

(/} Wbat ii the eziating ayatesa pi^Taili&g in your doparttnent 
yarding periodical revie-vr of pending caaaa by all hoada of offices ! 

lilFould you like lo suggest any chasgas in the present ayatera to ensure 
that cases do not remain pending unnecessarily in the offices of your depart¬ 
ment 1 

Pleaae give a statement indicating the number of cases pending in 
your dtparlment for between 1 and 3, and ovsr 3 years, giving reasons for 
the delay, 

(g) Would you like to suggest any improvement of rationalisation 
in the present system of office peons f 

Please give your suggestions. 

(A) Are a sufficient number of reference hooks, specially those- relat¬ 
ing to service and accounts rules, departmental procedures, laws and rules 
to he administered by the department etc., available with all officers work¬ 
ing in your department ? 

If not, what difficulties are being experienced in obtaining the required 
number of copies of those reference books f 

Please: giye your suggestions in the matter. 

6. MaivUnanu of fecorda.—-(0)1)0 you have any suggestions to 
make regarding improving the present system of maintenance of pending 
departmental files ? 

(6) Would you like to make any suggestions to improve the present 
system,of recording and weeding of files ! 

If so, please narrate. 

7. Cell /System.—Do you think that it would be possible to improve 
the efficiency of the various offices in your department and expedite the 
disposal of government business by reducing the number of ministerial 
staff and increasing the number of officers correspondingly, without 
involving additional expenditure ! 

If so, please give your suggestions in this respect, with special reference 
to your department. 

8. System of Off{cer-in-Charge,~-ln the Collectorates, the officers 
stationed at the head quarters are appointed as officers-in-cherge of different 
sections of the Collectorate. Do you think, this system could be profitably 
extended to all government offices where two or mo^e gaaetted officers 
are stationed to provide some relief to the Head of department/office ! 

If so, please give your suggestions as far as your department is conceded. 



0' Stafisllet.^a) Ate yon confident that all the itatisticB being 
collected by your department ai'e useful to the government in some manner 1 

If not, which of the statistics being collected at present do you consider 
to be superfluous ? Please indicate in detail. 

(6) Would you like to suggest any improvement in the present 
system of collecting information and statistics from government dej art- 
ments to reduce uimecessary paper work 1 

(e) Have all the forma being used in your department for the pre¬ 
paration of periodical returns been standardised, got printed and supplied 
to all reporting offices ? 

If not, why f 

(d) Do you consider any of the returns sent by your department to 
the government to be unnecessary ? 

If so, please indicate with reasons. 

Would you like to suggest any changes in the existing forms prescribed 
for various returns sent by your department ? 

10. Litigation ,—What is the present procedure adopted in your depart 
ment to deal with the litigation cases ? 

Would you like to suggest any improvements in this system ? 

11. Land acquisition .—-Are the present airangements regarding the 
acejuisition of land for your departmental purposes adequate 1 

If not, please give your suggestions. 

12. Office hours and Eolidays.~{a) Do you have any suggestions to 
make regarding the working hours of the various government offices ? 

If so, please state with reasons. 

(J) Would you like to suggest any changes in the present schedule 
of public holidays ? 

If so, please narrate. 



IV. FINANCIAL MATTERS. 


1. Delegation of fowera.—{a) Do you have any auggcBtions to make 
for further delegation of financial powers at various levels as far as your 
depariment is concerned? 

(6) Do you find the present system of financial checks to be 
too ‘time consuming’ ? 

If so, what alternative procedure would you suggest to ensure that 
cases involving finftnees are decided expeditiously, at the same time ensuring 
that adequate checks are exercised regarding the propriety of the expend* 
iture ? 


(c) Would you like to sugget any changes in the present rules or 
government orders relating to finances e.g. Gleneral Financial and Accounts 
Rules, T.A. Rules, Rajasthan Service Rules, Budget Manual etc. 

If so, please enumerate, giving adeqaute reasons in each case. 

(d) Are sanctions communicated by the Government to you^ 
department in time ? 

If not, please quote typical instances of delay s. 

(e) Does your office communicate sanctions to subordinate offices 
in time t 

If not, please enumerate difficulties and suggest appropriate solutions 
in each case. 

(/) What are the reasons for excessive spending of funds towards 
the close of the financial year! 

What measures would you suggest to avoid the situation I 

If so, please narrate. 

(g) Is there any problem in your department regarding delayed 
payment on account of late isssue of payment authorities from the Ac. 
countant General’s office ? 

If so, please quote instances. 

(For Secretaries only) (A).—Are there any categories of cases which hare 
at present to be referred to the Finance Department under the Rules of 
Business but which you think could properly be disposed off by the ad¬ 
ministrative department without making such reference to {Finance 
Dpartment ? 
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If BO, please entimei'ate in detail, indicating in each case the natute 
of checks which will be exercised by the administrative department to 
ensure propriety of the expenditure. 

2. Budget. — <{i){a) Is there any delay in the communication of the 
final budget, after it is approved by the Legislative Assembly by the Finance 
'Department to the administrative department ? 

If BO, please quote instances. 

(6) Are there any other reasons for the late issue, of sanctions by the 
administrative department ? 

If so, please enumerate in detail, giving adequate suggestions for 
improving the state of affairs in each case. 

(c) Do you have any suggestions to make regarding time by 
utilisation of funds for various purposes? 

(d) Please give the following details regardirg t he dale of intimation 
of the departmental budget for 61-02 at various levels 


Date of intimation by Date of intimation by Date of ini mat ion by 
the Finance Depart- the adminisirntivo de- the Head of department 
ment to the adminis- partment to the Head to subordinate offices, 

rative department. of Department . indicating the date on 

which it reached the 
lowest Head bf office. 


1 2 3 


(it) Would you like to suggest any changes in the present form of the 
budget ? 

3. Accounting procedure .—-Do you have any suggestions to make to 
improve the accounting procedure adopted in your department ? 

If BO, please state. 

4. Departmental Purchases. —f«) What is the jjrescni system of 
purchases 1 Are they made by each Head of offic e separately or in a Gonsoli- 
dated manner at a higher level and then distributed ? 

Do you have any suggestions to make to improve the system of 
purchases ! 

If so, please indicate, 

(6) How is it ensured that purchases are of requisite quality 
and Btan^rd 1 
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How is it ensured that the articles supplied conformed with the samples 
submitted by the suppliers ? 

(c) What are the main reasons for the delay in payment of bills and 
what measures would you suggest to prevent such delays 1 

,6. Audit .—-Are you experiencing any difficuHy regarding the present 
system of conducting audit of deparimental accounts ? 

If so, please narrate, suggesting appropriate solutions in each case, 

6. {For Seoretariea only) Miscellaneous, —'(a) In cases where adminir 
strative and financial sanctions arc communicated separately by the Govern¬ 
ment for construction works and purchase of stores, would it be possible 
for the administrative departments to communicate tentatively the budget 
provisions agreed to by the Finance Department in the preceding financial 
year even before the budget is passed by the Assembly so that prel ’minaiy 
action to prepare estimates of the work and examine them technically at 
*he appropriate levels may be taken by the departments concerned f The 
f inancia 1 sanction may be issued after the budget is approved by the Assemb^. 
This procedure will el minate delay which takes place in preparing 
est,males, call.ng for tenders and conducting technical scrutiny etc., after 
communication of the sanction. 

If you do not consider it possible for your department to follow this 
procedure, please indicate reasons in details. 

(6) Would you experience any difficulty, if it is decided that your 
department should collect rents for all government buildings under the 
control of a department which have been rented out, such as, residential 
quarters within the hospitai compound etc. ? 

If BO, please indicate. 


(o) Do you experience any difficulty at present regarding supply 
of stationery etc. from the Government Press. 

If so, please narrate. 

What are your suggestions regarding removing the present difficul¬ 
ties 1 


(d) Do you experience any difficulties at present regarding print¬ 
ing work relating to your d^ariment frem the Government Press ? 


If so, please indicate and suggest solutions. 


(e) Do you experience any difficulty regarding purchase and main¬ 
tenance of departmental vehicles ? 


If so, please rrarrate, giving adequate solutions. 



(/) What difficulties are you experiencing in the purchase of spare 
parts for departjmental vehicles ? 

Would you like to suggest any changes in the existing rules relating 
to the use of government veh-cles ? 

(ff) What are the existing arrangements for receipt of government 
dues in the various offices under your department ? 

Would you like to make any suggestion to improve the existing pro¬ 
cedure ? 

Would you agree with the following alternative methods for depositing 
government dues:—• 

(t) through bank drafts in all cases. 

(ii) through cheques from firms/individuals whose financial 

position is found to be sound or who can furnish bank guarantee to 

cover the deposits made persoimlly by them. 

(in) through non-judicial stamps. 

(A) Do you feel that the present system o gi. ng contracts for 
government works is working satisfactorily ? 

If not, please narrate with reasons. 
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V. TECHNICAL KNOWLEDGE AND INTEENAL EVALUATION. 

1. Quality of work. — {a) How do you ensure that the quality of 
work of the various government servants working in your department iS 
satisfactory 1 

(6) Do you feel that there should be a system of efficiency audit 
to examine the technical working of various departments ? 

If so, how should such an audit be conducted and what should be 
the relationship between the administrative departments and the efficiency 
audit organisation ? 

If you do not agree with the above, do you have any other suggestions 
to offer to ensure that both technical and administrative efficiency are 
achieved to the fullest extent in the administration 1 

If so, please narrate. 

2. Inspections. — (a) Have you prescribed a definite scale for ins¬ 
pections to be conducted periodically by all categories of officers workiiys 
in your department ? 

If so, please append relevant orders. 

Are inspections being carried out according to the prescribed scales I 

If not, what are the main reasons for defaults ? 

(6) How do you ensure that th,e deficiencies pointed out by the 
inspecting officers are promptly and properly removed by the inspected 
■offices/institutions/functionaries ? 

Enumerate in detail. 

(o) Have you prescribed inspection questionnaires for various cate¬ 
gories of inspecting officers working under your departihent ! 

If not, do you intend to do so now 1 Please give reasons for yout ans¬ 
wer. 


3. Tours. —{a) Have you prescribed the scales for tours that should 
be undertaken by the various categories of touring officers working in 
your department ? 

If so, please append a copy of the orders issued. 

(5) Do all touring officers record tour notes and send copies of th 
Same to all concerned ? 
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If not, do you think this procedure would he useful and should be 
strictly enforced ? 

(c) Do you have any suggestions to offer to make the touts -ol your 
departmental officers more useful and effective ? 

4. Dissemination of knowledge.—(a) Research.—(i) Does your depart¬ 
ment utilise promptly and efficiently the results of research work reltding 
to the activities of your department ? 

If so, please indicate the present system adopted in tlris connection. 

(n) In what manner does your dep.-irlment maintain a link with 
the various specialised research instilulious in the country, both for 
feeding them with problems and utilisiicg the results of rcecr rcl. bc.r.g 
conducted in these institutions ? 

Do you have any suggestions to make to bring about an improve¬ 
ment in this connection 1 

(ill) Are there any arrangemeixts at present for conducting re¬ 
search in your department with regard to matters which would provo 
to be useful in the working of your department ? 

Have you any suggestions to make in this connection 1 

(i») Assessment of field problems,—{i) How do you ensure that the 
officers of your department at all levels are fully conscious of the problem* 
existing in the field relating to your department ? 

Is the present system satisfactory ot do you have any suggestions- 
to make 1 

(ii) Is there any regular exchange of ideas and information 
amongst the officers of your department working at various levels t 

If so, indicate how this is done ! 

(tit) How do you ensure that the technical officers of your depart¬ 
ment keep their knowledge up to date so that they can work mojfo 
efficiently ! 

Do you have any suggestions to make in this regard f 

6. Relieving technical personnel of their routine administrative duties .’— 
What measures would you suggest to relieve the technical personnel work¬ 
ing in your department of their routine administrative duties to enable 
them to devote more time to technical matters 1 

6. Laws and iZttlea.—To what extent, and in what manner, do you 
find any of the existing laws and rules framed by the State irksome, and 
what would be your suggestions to remedy the same ! 
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VI. PUBLIC EELATIONS 

(а) Wkat are the normal items of work regarding which members 
of publ c approach your deparipienit 

Please enumeraie. 

(б) Have you assessed the nature of the grievances which the members 
of the publ c generally have w,th regard to matters dealt with in } our 
department. 

If so, please indicate and suggest appropriate measures to improve 
the existing slate of affaire in each case. 

(c) How do you ensure at present that the difficulties of the people 
relating to your department are properly asseeseed and appreciated by the 
officers of your depart ment and prompt action taken thereon t 

Please narrate. 

(d) What orders have you issued to your departmental officers 
regarding deal ngwith complaintsandrepresexjtationsfrom the public ? 

How is it ensured that prompt action is taken on these complaints 
and representations by those concerned ? 

Do you have any suggestions to make to improve the existing proce¬ 
dures n Ihis connection? 

(e) How do you ensure that members of the public who visit offices 
under your department are heard without undue delay and aiie given pro¬ 
per guidance ? 

(/) Do you have any suggestions to make to ensure a proper system 
of ‘Reception’ in the large offices under your department! 

(g) The people want prompt solution to their phoblems. Is it, there¬ 
fore, possible that as far as the day to day problems of the people are con¬ 
cerned the Collectors, who a>e the co-cirdinating authorities at the district 
level, be vested with some .more powers to take a final decision in 
consultation with the District or Diyisjonal Level Officers conceincd * 

If so, please give your suggestions in the matter. 

(A) What other suggestions do you have to offer to ensure that prompt 
relief is meted out to the people in as far as the day to day problems with 
Government departments are concerned I 

(i) Are the present arrangament regarding publicity of your depart- 
mental schemes and programmes satisfactory ? 

If not, what suggestions do you have to make in this connection ? 
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LISTS OF PERSONS TO WHOM QVESTlONNARIES WERE 
ADDRESSED AND EXTENT OF REPLIES RECEIVED. 

{Reference: Chapter I Page 3) 

(A) IK BBSPEOT OF QUESTIONNAIBE ‘A’ 


S No. Classes ofpersons to ■whom the Queetioimaire No.ofco- No. of re- 
was issued pies of the plies 

Question- received 
naire issued 


1 

2 

3 

4 

1. 

All Members of Parliament of Ra jasthan ,. 

31 

6 

2. 

Selected Members of Parliament from outside 
Rajasthan 

180 

7 

3. 

All Ex-members of Parliament of Rajasthan 

13 

• * 

4. 

All Members of Rajasthan Legislative Assembly 

162 

9 

5. 

All Ex-members of Rajasthan Legislative Assembly 

126 

2 

6.. 

All Pramukhs of Zila Parisheds in Rajasthan ,. 

26 

18 

7. 

All Co-opted Members of Zila Parishads in Ra- 

jBiSt'lX&ll f« «• et •• 

62 

6 

8. 

All Pradhans of Panchayat Samitis in Rajasthan 

232 

21 

9. 

- Selected garpanchas of Village Panchayats in 
I^tajaS'lxan •• *• 

300 -* 

36 

10. 

Chairmen/Administrators of Municipal Boards 

142 

14 


in Rajasthan .. .. .. . • 

11. 

Allindia Voluntary Organisations .. 

82 

6 

12. 

Offices of all Political Parties in Rajasthan .. 

8 

• • 

13.. 

All Presidents of Bar Associations in Rajasthan 

26 

•• 

14. 

Ex-Rulers of Ra jasthan. 

22 

3 

16. 

Selected Retired Officers of Rajasthan 

44 

3 

16. 

Editors of all the Newspapers of Rajasthan. .. 

163 

4 

17. 

Selected Newspapers outside Rajasthan ,. 

69 

»-* 

18. 

Service Associations of Ra jasthan .. .. 

12 

4 

10. 

Rajasthan Secretariat Study circle .. 

1 

1 


XXXI 


1 

2 

3 

4 

20. 

Presidenis of Chambers of Commerce and In¬ 
dustry of Rajasthan 

5 

3 

21. 

Trade Associations and Voluntary Organisations 
in jEtS'^asthan .. .. .. .. 

87 

7 

22. 

Selected Industrialists and Businessmen 

106 

• • 

23. 

Prominent Social Workers of Rajasthan 

26 

2 

24. 

Eminent Public Men having interest in Adminis¬ 
tration .. .. .. .. 

350 

39 

26. 

All Cent ral Co-operative Banks of Rajasthan .. 

26 

• . 

26. 

All Banks located in Jaipur .. .. 

13 


27. 

Heads of Departments of Political Science, 
Public Administration and Economics in various 
Universities in India 

43 

8 

28. 

Individuals on reqeuat 

200 




2834 

196 
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(B) IKBESPECT op QtJESTlONNAIRE ‘B* 


1 

2 

3 


1. 

All Ministers and Deputy Ministers of 
Rajasthan 

16 

2 

2. 

All Members of Parliament of Rajasthan .. 

31 

6 

3. 

All Members of Legislative Assembly of 
RejaSihan 

162 

9 

4. 

Chief Secretaries of all State Governments 

14 

14 

5. 

All Heads of Departments of Government 
of Rajasthan 

167 

121 

6. 

All Secretaries to the Government of Rajas¬ 
than 

16 

11 

7. 

All Deputy Secretaries to Government of 
Rajasthan 

17 


8. 

All Assistant Secretaries to Government 
of Rajasthan 

28 

6 

9. 

All Section Officers of Rajasthan Secretariat 

39 

3 

10. 

All Regional Level Officers of different 
Departments of Government of Rajasthan 

117 

16 

11. 

Selected D.strict Level Officers of various 
Departments of Government of Rajasthan 

388 

60 

12. 

All Vjkas Adhikaris of Panchayat Samitis 
in Rajasthan 

232 

21 

13. 

All Pr ncipals of Colleges in Rajesthrn .. 

23 

4 

14. 

All Indian Administrative Service, Indian 

Pol ce Servjce, Rajasthan Administrative 
SerViCe, Rajasthan Police Service, Rajas¬ 
than Accounts Service and Rajasthan 
Higher Judicial Service Officers of Rajas¬ 
than not coveted otherwise 

600 

22 

16. 

Selected officers of different departments 
in Rajasthan not covered otherwise .. 

46 

38 

16. 

Selected retired officers of Indian Admini¬ 
strative Service, Indian Pol'ce Service and 

Ra jasthan Administrative Service in Ra ja¬ 
sthan ■ ■ •• -- 

44 

3 

17 

Eminent Administrators and experts in 
Publ c Admiixistration .. 

46 

16 

18 

Vice-chancellors of all Universities in India 

32 

5 
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1 

2 

3 

4 

19. 

All Chainnen/Adminintratora of Municipal 
Boards in Bajasthan .. » • •• 

142 

14 

20. 

Service Associations of Bajasthan .. 

12 

4 

21. 

AilDditors of Newspapers of Bajasthan .. 

83 

4 

22. 

Editors of selected Newspapers outside 
Bajasthan 

29 


23. 

Off.ces of all political parties in Bajasthan.. 

8 

.. 

24. 

All India Voluntary Organisations 

52 

6 

26. 

All autonomous/semi-autonomous bodies 
of Bajasthan 

31 

• • 


2234 


372 



APPENDIX IV 


LIST OF PERSONS EXAMINED BY THE COMMITTEE 
(Reference-. Chapter I Page 3) 

1. Shri B. Mehta, Chief Secretary to Government of Baiasthan, Jaipur. 

2. Shri M.U. Menon, Chairman, Board of Revenue, Rajasthan, Ajmer. 

3. Shri S.D. UJwal, Additional Chief Secretary to Government of Rajas¬ 
than, Jaipur. 

4. Shri R.D. Mathur, Development Commissioner, Rajasthan, Jaipur. 

6. Shri R.K. Chaturvedi, Secretary to Government, Revenue Department, 
Rajasthan, Jaipur. 

6. Dr. S.C. Mehta, Director of Medical and Health Services, Rajasthan, 
Jaipur. 

7. Shri B.D. Mathur, Chief Engineer, Public Works Department (B&R), 
Rajasthan, Jaipur. 

8. Shri Kisbofi Lai Mathur, Chief Engineer, Irrigation, Rajasthan, Jaipur. 

9. Shri K.C. Satsangi, Chief Engineer, State Electricity Board, Rajasthan, 
Jaipur. 

10. Shri K.N. Bhargava, Chief Engineer, Public Health, Rajasthan, Jaipur. 

11. Shri Gordhan Singh, Director of Industries Rajasthan, Jaipur. 

12. Shri J.S. Mehta, Director, Primary & Secondary, Education, Rajasthnn, 
Bikaner. 

13. Shri V.V. John, Director of College Education, Rajasthan, Jaipur. 

14. Shri Niranjan Singh, Registrar, Co-operative Societies, Rajasthan, 
Jaipur. 


16. Shri T.C. Kala, Director of Agriculture, Rajasthan, Jaipur. 

16. Dr, G.S. Rathore, Director of Animal Husbandry, Rajasthan, Jaipur. 

17. Shri J.M. Lalwani, Collector, Jaipur. 
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18. Shri Hanuman Sharma Additional Inspector General of Police 
Rajasthan, Jaipur. 

19. Shri B.L. Mehta, Director, Local Bodies, Rajasthan, Jaipur. 

20. Shri D.V. Shivhare, Director, Printing & Stationery ,Raja8th£in, Jaipur. 

21. Shri Durga Sl.anker Acharya, Dy. Legal Remembrancer, Rajasthan, 
Jaipur. 

22. Shri R.L. Maini, Accounts Officer, Finance Department (Rules),' 
Government of Rajasthan, Jaipur. 

23. Some representatives of Trade Associations of Rajasthan. 

24. Some members of the Rajasthan Chamber of Commerce and Industry, 
Jaipur. 

25. Some progressive fanners. 

26. Dr. H.K. Hyde, Public Administration Director, United States 
Agency for International Development, New Delhi. 

27. Dr. Donald Stone, Dean, Graduate School of Public and Intemational 
Affairs, the University of Pitsburg Pensilvania (USA). 

28. Dr. A.Avasthi, Professor of Public Administration, Indian School of 
Publ ic Administration, Jfew Delhi. 

29. Shri'V.D. Sharma, Education Secretary to the Government of Rajasthan. 

30. Shri B.N. Mathur, Dy. Secretary to the Government of Rajasthan 
m Education Depar'ment, Jaipur. 

31. Shri K.K. Sarin, Technical Assistant to Chief Engineer (BAR), 

Rajasthan, Jaipur. 

32. Shri E.S. Mehta, Executive Engineer, District Division (BAR^ 
Rajasihtn, Jaipur. 

33. Shri S.C. Mathur, Secretary, Nationalisation Board of Text Books, 
Rajasthan, Jaipur. 
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APPENDIX VI 


A BRIEF BOTE ON THE MAJOR REFORMS INTRODUCED TO 
DATE BY THE 0. & M. SECTION OF TEE SECRETARIAT 

{Seferenee: Chapter II Page V) 

Following are some of the major reforms introduced by the 0. & M. 
Section;— 

1. Enforoement of Etcisting Procedure. —'It was observed that much 
of the defect and deficiencies were due to non-obgervance of the existing 
procedureand instructions. As the first operation,in the planned drive for 
efficiency, the O.&M. Seciior, therefore, introduced a round the year pro¬ 
gramme of inspections of each section by the Superv.s ng Officers, and O.&M. 
Section. These inspections have now become a regular feature. The 
progress in this respect ,8 reviewed periodically by the 0. & M. Section. 

2. Reviaion of Organisaiion(d, Set-up of the Sectione and Aueesment 
of Staff Reguirementa.—^ev.ovBly there was no rational basis for formation 
of sections. Some departments had as many as nine sections while others 
equally important departments had only a single section. The strength of 
the sections also varied c ons dcrably. Cta the basis of statistical data regar¬ 
ding the volume and nature of work the organisational set-up of the depart- 
ments/sections was revis'd. This has helped in increas ng both eff cienc j and 
speed of work. The staff requirements are periodically re-examined. 

3. Training of Personnel. —^Refresher course classes he'vo been started 
in the Secretariat to train existing clerks in the knowledge of rules and 
regulations and Secreteriat procedure. W tji a view to train the ministerial 
staff of the subordinate offices, refresher course classee have been started 
at the District Headquarters of Ajmer, Bikaner, Jodhpur, Kota, Udaipur 
and Jaipur to begin with. The training will later on be extended to other 
ofnees and districts. 

4. Organisation of Junior Diploma Courses in the Secretariat and 
Business Training. —Special courses of this nature were started in 1969 
at six centres in Rajasthan in collaboration with the University of Rajasthan. 
The candidates are admitted to the courses after their Blatriculetior., and 
if they are successful in the examinations conducted by the University at 
the end of the two years course, they are eligible for appointment as Lower 
Division Clerks in any of the offices of th® State Government without any 
further selection by the Public Service Commission. Those who obtain 
over 66% marks in the final examination are appointed straight away as 
Upper Division Clerks. 
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6. Departmenkil ^itomtnaljofM.—Rulee hare been framed for holding 
departmental eXam nations for Tarioua aerT.ce. It hae been decidedt hat 
gtadual^ all the seiX.ces should introdcce a egrstem of depurtmenlal exa- 
minationa for theic employeea. 

9. £tml /imping,—JIo reduce delay in diapoaal of caaea, it haa been 
decided that a caae ahould not paaa through more than twp atagea before 
reaching the authority competent to paaa final orders. I^nd^ orders 
have been issued in each diriment Sef n ijg the delegation of authority 
to Assistant Secretary, Deputy Secretary/I^crelery. The-Section Officers 
have also been authorised to dispose of rout ne caaea. This has resulted 
in quicker disposal besides avo ding vagueness regarding the levels at which 
decisions ace to be taken in different types of cases.' 

7. Arrtar Cltar^nct i)rMM.^Three Arrear Clearance iSquads, were 
created temporarily in February, 19S9, which besides disfMs.ng of the current 
arrears and issuing remindeas in old pending cases also consigned closed files 
to the:Secretariat Central Beccwd. With a view to avoid the possibility 
of accumulation of arrears in.fulure, ti e clearance squads have been reorga¬ 
nised and set up on permanent basis. The work of cataloguing the f les 
housed in the Secretariat Ceniral Records as also the weeing of old files 
has been taken in hand. 

8. Elimination of Untuceuary ReUtrne. —^It was found that each 
Corrunis^oner and Collector had to send as many as 3,316 statistical and 
other returns to the various departments/sectiona each year and this number 
was constantly on the increase. Theusefulncssofthesereturnswas examined 
and the number of these returns has been brought down from 3,316 to 1,381. 
Instructions have been issued that in future ek) Administrative Department 
or Heads of the Departments should introduce a new return without prior 
approval of O.ft M. 

9. Preparation of a Band Book of Office Procedwe-for Offices other 
than those of Collectors.—A hand book of office procedure for use in the de¬ 
partments and offices outside Secretariat has been prepared. 

10. ‘0. <fr.3f.’ in Departments and DisUict Offkss.—dxi 'the depart¬ 
ments and district offices a senior gaaetted officer at the headquarters has 
been appointed to look after the 0. A M< activities pertaining to his depart¬ 
ment/off jce. The 0. A M. section has issued an outline programme for the 
introduction of O. A M. techniques in the departments aind district offices 
for their guidance. 

11. Seaie of Inspections and Tours for the Heads of _ Departments and 
their Subordinate Officers.—hi order to see that the work in the offices of the 
Heads ofDepartments and their subordinate offices is being done properly 
and to find out the defects and defioieocies, if anythindering'the speed and 
efficiency of work scales of inspeetjons and tours have been preaoribed for 
the Heads of Departments and their subordinate officers. 

12. Introduction of Bifurcation B(dteme.—Wi^ a view to eliminate 
ur necessary channels of submiSBion of papers, all the departmentB/sOctions 
vere bifurcated into groups, each group working either under an Assistant 
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Secretary or under a Section Officer. All the dealing clerk* id the gtoup 
put up their cases directly to the group offjcer. 

13. Introduction of Cell With a vieiy to further accelerating 

the disposal of work, ‘Cell System’ was introduced in the Appointments and 
Finance Departments as an experimental measure. The outstanding feature 
of this system is that the first noting in a case is done by the off icer-imcharge 
of the Cell himself and as far as possible receipt is disposed of the very day 
it is received. The office noting has been eliminated by this system. The 
system has been extei^ed to Education, Agriculture and Co-operative De¬ 
partments of the Secretariat. 

14. Marking Soheme. —-A marking scheme has been introduced for the 
ministerial staff including Section Officers of the Secretariat. The marks 
are awarded to the ministerial staff for the performance by the Assistant 
Secretary O.&M.; Assistant Secretaries and Deputy Secretaries of the Sections 
concerned during their detailed inspections of the sections. The scheme 
provides a rational basis for the objective assessment of the performance of 
the staff and has proved helpful in providing encouragement to the deser¬ 
ving hands and correcting thos* who lag behind in the proper discharge of 
their duties. 

16. Setting up of the Staff Council,—JIo ensure the greatest measure of 
cooperation between the Government and its employees and to increase 
efficiency in the Secretariat combined with the welfare of the employees, 
Staff Council was established in March, 1969 on the lines of the ‘Whitley 
Coimcil’ in England. The coimcil consists of elected representatives of th* 
staff and officers nominated by the Govenunent. 

16. RaHonalitation and Reduction of Printed Forme.—JThc question 
of various printed forms used in different departments was taken up and 
proposals regarding reduction and rationalisation of the forms in respect 
of the Land Records, Devasthan, Mines and Geology, Excise and Taxation 
and Ayurvedic Departments have been accepted. A saving of about Rs. 
93,000/- is estimated towards the cost of paper as a result of this action. 

17. Model Drafts,—It was observed that in the various secticms of the 
Secretariat, staff have to spend considerable time In drafting letters, orders 
sanctions etc. every time afresh although the sanctions and orders of the 
same type have to be issued repeatedly in a number of cases. Accordingly 
model ^afts for sanctions etc. have been prepared and issued in a book form 
for the guidance of all concerned. 

18. Codification of Service Rules.—A separate cell for codification 
of service rules was created under the O. ft M. A number of service rules 
Ixave been got published. 

19. Con^filation of important Ordere ondGirotdars.—O. ft M. Section is 
issuing a monthly compilation of the important orders, circulars etc. issued 
by the various departments/sections of the Secretariat. This enables th* 
staff to have a handy collection of all the important circulars and thereby 
enables them to deal with their cases in accordance with ths instructioBS 
contained therein. 



APPENDIX VTI. 


(A) GROUPING OF PORTFOUOS AMONGST THE MINISTERS 
AND DEPUTY MINISTERS. 

(Reference: Chapter III (A) Page 22) 


1. Chief Minisior. 


2. Minisfer. 


3. Minister. 


4 . Minister. 


6. Minister. 


6. Minister. 

7. Minister. 


General Administration Department, Political, 
Appointments, Revenue including Famine 
Relief, and Colonisation, Large Scale Indns> 
tries and Mines and Mineral Products, 
Planning and Housing, Cooperation, Pancha- 
yat. Community Development. 

Education, Civil Supplies, Devasthan, Khadi 
and Village Industries, and Industries (excluding 
large scale industries and mines and mineral 
products.) 

Home, Law and Legal Remembrancer’s Office, 
Judicial Department, Legislative Assembly 
and Elections, Publicity. 

Agriculture, Animal Husbandry, Major Irrigation 
Projects, State Enterprises. 

Public Works Department, Transport, Power 
Printing Presses. 

Finance, Excise & Taxation. 

Irrigation (except major irrigation projects) 
Forest, Labour, Ayurved, Social Welfare and 
Relief and Rehabilitation. 


8. Minister. Medical, Public Health, Local Self Govern¬ 

ment, Town Planning. 

1. Deputy Minister. Major Irrigation, Local Self Goveimncnt, 

Ayurved. 


2. Deputy Minister. Planning & Development, Agriculture ft Ani¬ 

mal Husbandry, Famine Relief, State Enter¬ 
prises (Industries, Mines, Nationalised Trans¬ 
port, Printing Presses.) 

3. Deputy Minister. Medical, Public Health, Social Welfare, Law 

and Legal Remembrancer’s Office. 
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4. Deputy Minister. Power, General Administration Department, 

Relief & Rehabilitation, Judicial Depart¬ 
ment. 


6. Deputy Minister. Medium & Minor Irrigation, Public Works 

Department, Labour. 


6. Deputy Minister. 

7. Deputy Minister. 
8 Deputy Minister. 

9. Deputy Minister. 


Revenue, Devasthan, Mines. 

Industries, Finance. 

Community Development, Panchayats, Khadi 
and Village Industries, Small Savings. 

Education, Forests, Excise and Taxation. 


10. D^uty Minister. Home, Transport, Cooperation. 

(B) Oroiiiping of Dopatimenifl amongit the Secieiaries to Oovenment. 

1. Chief Secretary. Cabinet Secretariat (including 0. & M.), 

Planning. 

2. Development Com- Development, 
missioner and Ex- 

Officio Secretary. 

3. Commissioner for Food Supplies and Relief. 

Departmental Enq- 

urics & Ejc-Officio 
Food Supplies and 
Relief Commis¬ 
si oner-cum-Secret ary 
to Government. 

4. Secretary. 

6. Secretary. 

6, Secretary. 


7. Seoretaily. 

8. Secretary. 

9. Secretary. 

10. Secretary 

11. Secretary. 


Industries and Mines. 

Home 

General Administration, Secretariat Admini¬ 
stration (Appointments ‘B’) Irrigation and 
Power and Colonisation 

Medical, Cooperative and Devasthan. 

Revenue and Forest. 

Public Works, Printing & Stationery, Relief & 
Rehabilitation 

Agriculture & Animal Husbandry. 

Education. 
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12. Secretary. Finance (Revenue & Economic Affairs), 

13. Secretary. Finance (Expenditure). 

14. Secretary. Local Self Government, Social Welfare and 

Labour. 

15. Special Secretary. Appointments. 

16. Secretary. Judieial & Legislative Departments. 

17. Legal Remembrancer Legal Affairs. 

& Secretary. 



APPENDIX VIII 


LIST OF STATE LEVEL CONSULTATIVE AND ADVISORY 
COMMITTEES FOR VARIOUS DEPARTMENTS OF THE 
GOVERNMENT 

{Reference Chapter III {B) Page 53) 

I. Cooperative Department 

1. Rajasthan State Ckwperative Advisory Council 

2. Rajasthan State Cooperative Panning Advisory 
Board 

II. Education Department. 

(1) Rajasthan Educational Advisory Board 

(2) National Emergency Advisory Board. 

(3) State National Cadet Corps Advisory Committee 

(4) State Advisory Board Administering the Scheme 
regarding National Loan and Scholarship 

III. Finance Department. 

(1) Prohibition Advisory Committee 

(2) Sales Tax Advisory Committee 

IV. General Administration Department. 

(1) Political Sufferers Aid Committee 

V. Home Department. 

(1) State Transport Advisory Committee 

(2) Rajasthan Public Relations Advisory Board 

(3) State Haj Committee 

VI, Industries Department. 

(1) State Industrial Advisory Council 

(2) Rajasthan Hand lioom Board 

(3) Rajasthan Handicraft Board 

(4) Rajasthan Small Scale Industries Board 



VII. Public Works Department. 


(1) Informal Consultative Committee on Roads 

VIII. Pouter Department. 

(1) Informal Consultative Committee on Power 

(2) Committee for Phasing electrification programmes 

in Districts 

IX. Planning Department. 

(1) State Planning Board. 

(2) Suh-Committee of the State Planning Board 

(3) National Resources Committee 

X. Mines Department. 

(1) Mineral Advisory Committee 

XI. Labour Department. 

(1) Rajasthan State Committee on Employment 

(2) Labour Advisory Board 

(3) Standing Labour Committee 

(4) State Implementation Evaluation Committee 
(6) Joint Management Council Committee 

(6) Minimum Wages Advisory Board 

XII. Evaluation Department. 

(1) State Evaluation Committee 
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4. Irrigation Department. Powers for revision of allotment Chief Engineer or the Section 83 of the Rajasthan 

of land under the Rajasthan Land Colonisation Com- Land Revenue Act, 1956, 
Revenue Act of 1956 or the rules missioner, read with section 6 of the 
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7. Excise & Taxation Depart- Appeal against the orders of the Commissioner, Ex- Rule 127 of the Medicinal 
ment. Commissioner, Excise & Tax- cise Ss Taxation. and Toilet Preparations 

ation. (Excise Duties) Rules, 1956. 



APPENDIX X 


A, ABSTRACT STATEMENT OF THE SECRETARIAT PERSONNEL 
ALONG WITH THE FINANCIAL IMPLICATION 
PRESENT & PROPOSED. 

(Reference-. Chapter III (C) Page 46) 


S. Name of the post 

No. 

Peeseitt. 

Pbop'O.sbd Remarks. 

No. 

Financial 

Implica¬ 

tion. 

No. 

Financial 

Implica¬ 

tion. 

1 2 

3 

4 

5 

6 7 

1. Chief Secretary. 

1 

30,000 

1 

30,000 

2. Secretary to Gfovt. (Includ¬ 
ing Development Commis¬ 
sioner & Commissioner for 
Departmental Enquiries. 

16 

3,46,200 

14 

2,92,200 

3. Deputy Secretaries. 

17 

2,04,000 

22 

2,64.000 

4. Assistant Secretary. 

*30 

2,16,000 

♦22 

1,68,400 

6. Assistant Commissioner Depart-3 
mental Enquiries. 

21,600 

3 

21,600 

6. Officer for Cultural & Lite¬ 
rary Affairs. 

1 

7,660 



7. Budget Officer. 

1 

7,380 

1 

7,380 

8. Deputy Legal Remembrancer. 1 

12,000 

1 

12.000 

9. Assistant Legal Remembrancer. 1 

7,200 

1 

7,200 

10. Deputy Legal Draftsman, 

2 

14.400 

2 

14,400 

11. Assistent Legal Draftsman. 

3 

21,600 

3 

21,600 


♦This figure also includes the Registrar Qoyt. Sectt, and the Asstt. 
Secy, to Chief Minister 
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1 2 3 


12. Officer on Special Duty. 4 

13. Accounts Officer. 4 

14. Assistant Accounts Officer. 1 

15. Progress Officer. 1 

16. Secretary to Chief Minister. 1 


17. Private Secretaries to Mini- 17 
sters & Deputy Ministers. 

*18. Deputy Director, (Inspections) .. 
*19. Assistant Dire6tor (Inspections) 


*20. Inspector of Offices. 

21. O. &.M. Officer. 1 

*22. Research Officer. 

23. Head Translator 1 

24. Assistant Head Translator 2 

25. Translator. 12 

26. Assistant Statist ician. 2 

27. Statistical Assistant. 1 

28. Electrical Assistant. 1 

29. Librarian. 1 

30. Telephone Operators. 6 

31. Section Officers. 


32. Assistants. 

38 

39 


43,200 

3 

30,600 

37,840 

8 

76,680 

3,840 

• • 


8,680 

1 

8,680 

20,400 

1 

20,400 

,22,400 

17 

1,22,400 

.. 

1 

8,400 


1 

7,200 

• • 

3 

13,600 

4,140 



•. 

1 

6,100 

4,680 

1 

4,680 

6,000 

2 

6,000 

36,000 

12 

36,000 

6,720 

2 

6,720 

3,360 

1 

3,360 

2,700 

1 

2,700 

4,200 

1 

4,200 

8,640 

6 

8,640 


1,73,280 t^l 1,86,960 flncludes 

two posts 
of Training 
Reserve and 
one post 
in the 
Chief Mini¬ 
ster’s 
Office. 

* 

1,21,600 t40 1,08,000 flncludes 

one post in 
Chief Mini¬ 
ster’s Office. 

1,52,760 33 1,32,660 

91,260 33 77,220 


33. Accountants. 

34. Accounts Clerk. 



1 


2 

3 

4 

6 

6 

7 

36. U. D. C. (In Deptts./Seotions) 246 

6,68,600 

204 

4,66120, 


36. U. D. C. (in other Offices,) 

9 

20,620 

7 

16,960 


37. L. D. C. (In Deptts./Sections) 363 

6,60,680 

287 

4,47,720 


38. L. D. C.(In other Offices), 

67 

1,04,620 

66 

1,01,400 


39. Stenographers, 

114 

3,37,140 

120 

3,67,300 


40. Legal Assistants. 

7 

23,100 

8 

26,400 


41. Computor. 

1 

2,280 

3 

6,840 


*42. tJ. D. C. cum-Stenotypists 

•• 

• • 

3 

7,560 




33,36,280 

31,06,280 


Abstract of Fiiianciul Implications:— 




Present. 



33,36,280 


Proposed. 



31,26,680 


Sarings. 




2,09,600 


♦These are the new posts proposed t© be created. 
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APPENDIX XI 

A. LIST OF HEADS OF DEPARTMENTS CLASS I 

(Reference: Chapter III (D) Page 81) 

1. Advocate General. 

2. Chairman, Board of Bevenue. 

3. Chief Conservator of PoiestB, 

4. Chief Engineer, Electrical & Mechanical. 

5. Chief Engineer, Buildings & Roads. 

6. Chief Engineer, Irrigation. 

7. Commissioner, Excise & Taxation. 

8. Chief Electoral Officer. 

9. Chief Secretary to Government. 

10. Director of Education (College). 

11. Director of Medical & Health Services. 

12. Director of Mines and Geology. 

13. Director of Agriculture. 

14. Development Commissioner. 

15. Joint Development Commissioner. 

16. Inspector General of Police. 

17. Inspector General of Prisons. 

18. Jagir Commissioner. 

19. Labour Commissioner. 

20. Legal Remembrancer. 

21. Member, Industrial Tribunal. 

22. Registrar, Cooperative Societies. 

23. Settlement Commissioner. 

24. Director of Transport. 

25. Director of Education (Primary & Secondary). 

26. Director of Technical Education. 

27. Director of Insurance. 

28. Director , Consolidation of Holdings. 

29. Commissioner, Devasthan. 

30. Director, District Gazetteers. 
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31. Additional Inspeotor General of Police. 

32. Director of Animal Husbandry. 

33. Chairman , Board of Technioal Education. 

34. Chairman, Board of Nationalisation of Text Books. 

35. Chief Engineer, Rajasthan Canal Project. 

30. Commissioner Colonisation, Chambal Project, Kota. 

37. Director of Employment. 

38. Chairman, Rajasthan Panchayat Samiti and Zila Parishad 
Service Seleotkm Commission. 

39. Chief Accounts Officer. 

40. Examiner Local Fund Audit Department. 

41. Principal, M.B.If. Engineering College, Jodhpur. 

42. Seoretary, Rajasthan Canal Board (in respect of Board’s Office). 

43. Chairman , Rajasthan Canal Board. 

44. Administrator, Rajasthan Canal Project. 

45. Superintendent, Census Operations, Rajasthan. 

46. Secretary, Rajasthan Legislative Assembly. 

47. Member, Appellate Tribunal, Transport Department. 

48. Chief Accounts Officer, Rajasthan Canal Project, Jaipur. 

49. Principal Rajasthan College of Agriculture, Udaipur, 
(in respect of all the institutions and organisations under the 
control of the Governing Boards for Agriculture Education and 
Research). 

50. Chief Engineer, Rana Pratap Sagar Dam. 

51. Food and Belief Commissioner, Rajasthan. 

52. Principal) Satvai Man Singh Medical College, Jaipur. 

53. Chief Mining Engineer, Palana Lignite Mining Board, Bikaner. 

54. Director of Civil Defence. 

55. Chief Accounts Officer, Chambal Project. 

501 Director of Evaluation. 

57. Principal, Officers’ Training School, Jaipur. 

58. Director of Industries & Supplies, Jaipur. 
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B. LIST OF HEADS OF DEPARTMENTS OTHER THAN CLASS / 
(Reference Chapter III-D Page 64^ 

It has beeh saggeated that the Heads of Departments marked with 
Asterisks in the following list should be given the status of ex-officio Deputy 
Secretary to the Government. 

1. Chairman, Board of Registration of Ayurvedic & Unani Systems, 

2. Additional Jagir Commissioner. 

*3. Chief Superintendent, Archaeology and Museums. 

*4. Director, Printing and Stationery, 

6. Collectors of Dist ricts, 

6. Commandants, National Cadet Corps. 

*7. Director of Ayurvedic, 

•8. Director of Local Bodies. 

*9. Director of Public Relations. 

*10. Director of Social Welfare Department. 

11. Director of Colonisation, Hanumangarh. 

12. District & Session Judges. 

13. Manager, Ajrurvedic Pharmacies. 

14. Principals of Degree & Post Graduate Colleges 
(Except Ayurvedic Colleges). 

16. Registrar, Rajasthan High Court. 

16. Secretary, Urban Improvement Trust. 

17. Secretary to the Governor. 

18. Secretary, Public Service Commission. 

19. Superintendent of Ayurvedic Studies. 

20. Principal, Veterinary College, Bikaner. 

21. Princ^al, S.F.N. Agricultural Institute, Jobm r, 

22. Colonisation Officer, Chambal Project, Fota. 

23. Colonisation Officer, Rajasthan Canal Lrojt et, Eikai tr. 

24. Secretary, Board of Revenue (Land Records). 

26. Director, Rajasthan Sahitya Academy, Udaipur. 

*26. Director of Sanskrit Education. 

27. Principals, Polytechnics. 

28. Wakf Commissioner. 

29. Principals, Panchayat Samitis Adhy an a Kendras, Jaipur, Jodhpur, 
Bikaner and Kota. 

30. Officer on Special Duty, Bikaner Medical College. 

*31. General Manager, Rajasthan State Roadways. 

32. Principal, Physical Education College, Jodhpur. 

33. General Manager, Salt Sources. 

*34. Deputy Secretary (R & R) in rospecti of Rehabilitation work and 
the staff of R & R Department. 

36. Commandant, Detention Camp, Deoli. 

36. General Superintendent, Sodium Sulphate Plant, Didwaiia 

37. Joint Director (Rural Industrialisation) Rajasthan.* 
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Director, Ayorred, Ajmer.' 
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APPENDIX Xra 

STATEMENT DEPICTING THE STATES WHERE BOARD OF 
REVENUE FINANCIAL COMMISSIONERS & DIVISIONAL 
COMMISSIONERS EXIST. 

(Reference: Chapter IV Page 69) 

S, Name of the If Board If Pinan- If Revenue If Divisi- Rem- 

Ko. State. of Reve- ciaiCom- Appellate onalCom- aiks, 

nue exists, missioner l^ibunal missioners. 


4 

2 

3 

exists. 

4 

exists. 

6 

exists. 

6 

7 

1. 

Andhra Pradesh 

Yes 

• • 

. - 

a . 


2. 

Assam 

‘ • 

* • 


Yes 


3. 

Bihar 

Yes 

• • 


Yes 

• • 

4, 

Delhi & Hima¬ 
chal Pradesh 

• • 

• « 


a * 

• • 

5. 

Qujrat 

• • 

• • 


Yes 


6. 

Jammu & Ka¬ 
shmir. 

• « 

• • 


Yes 

• • 

7. 

Kerala 

Yes 

* • 


• • 


8. 

Madhya Pradesh 

Yes 

•' * 


Yes 


9. 

Madras 

Yes 

• • 




10. 

Maharashtra 

• • 



Yes 


il. 

Mysore 

• • 

• • 

Yes 

Yes 

• 

12. 

Orissa: 

Yes 

• • 

.. . 

Yes 

• 4 

13. 

Punjab 

* • 

Yes 


Yes 

4 • 

14. 

Biyasthan 

Yes 

a. • 


•• 


15. 

Uttar Pradesh 

Yes 

a • 


Yes 


16, 

West Bengal 

Yes 

•• 


^Yes 

4. » 
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APPENDIX XIV 

STATEMENT SHOWING THE PROGRESS REGARDING FARMING 

OF SERVICE RULES. 

[Reference : Chapter V Page 89) 

Out of 46 State Services, service rules have so far been framed for 
37 and out of 34 Subordinate Services, rules have been framed for 12. The 
progress of the service rules in respect of the remaining State and Subordinate 
services is given below. 

As regards ministerial services there are the Bajasthan Secretariat 
Ministerial Service Buies 1966, for the ministerial service in the Secretariat, 
Civil Courts Ministerial Staff Buies for the ministerial staff of the civil 
courts and The Bajasthan Subordinate Offices Ministeria] Serviee EuJcs 1967, 
for all other nainisterial staff of the Government. For class TV services, 
the Bajasthan Class TV (Becniitment and Other Service Conditions) Buies 
1963 exist. 

The general service rules apply to the State Services for which service 
rules have not been framed and recruitment to such posts is made in con¬ 
sultation with the Bajasthan Public Service Commission if Ihe posts are 
within the purview of the Commission. The Bajasthan Subordinate Services 
(Beoruitment and other Service Conditiors) Buies, 1960 apply to all those 
Subordinate Services for which separate service rules have not so far been 
framed. 

The following Service Buies are at present under examination:— 

I—State Services. 

1. The Bajasthan Public Relations Service Buies. 

2. The Bajasthan Archives Service Buies. 

3. The Bajasthan Oriental Besearch Institute Service Buies. 

4. The Bajasthan Excise & Taxation Service Buies. 

6. The Bajasthan Consolidation of Holdings Service Buies. 

6. The Bajasthan State Boadways Service Buies. 

n—Subordinate Services. 

1. The Bajasthan Medical & Health Subordinate Service Buies. 

2. The Bajasthan Social Welfare Subordinate Service Buies. 

3. The Bajasthan Excise & Taxation Subordinate Service Buies. 
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4. The Bajasthsin Engineering T.W.D. Subordinate Service Rulee. 

5. The Rajasthan Horticulture Subordinate Service Rules. 

6. The Rajasthan Agriculture Subordinate Service Rules. 

7. The Rajasthan Education Subordinate Service Rules. 

8. The Rajasthan Forest Subordinate Service RuIcb. 

9. The Rajasthan Local Fund Audit and Panehayat Samitis Accounts 
Clerks Subordinate Service Rules. 

10. The Rajasthan Evaluation Department Subordinate Service 
Rules. 

11. The Rajasthan Ayurvedic Subordinate Service Rules. _ 

12. The Rajasthan State Roadways Subordinate Service Rules. 

13. The Rajasthan Animal Husbandry Subordinate Service Rules. 

14. The Rajasthan Labour Department Subordinate Service Rules. 

The Service rules for the Subordinate Services of the following de¬ 
partments are under preparation :■— 

1. Public Relations. 

2. Economics & Statistics Department. 

3. Jails Department. 

4. Garage Department. 

5. Archaeology and Museums. 

6. Circuit Houses. 

7. P.W.D. —Irrigation. 

8. Transport. 

The service rules in respect of the State Services of the following 
departments have not been framed, nor does the Government intend to 
flame rules for them due to the number of posts in the State Service of 
these departments being very small. 

1. Election. 

2. Tourism. 

3. Local Self Government (Local Bodies). 
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APPENDIX XV 

PROFORMA IN WHICH ORDERS FOR AD HOC APPOINTMENTS 

SHOULD ISSUE. 

(Reference ; Chapter V Page 100) 

1. Designation of Poet. 

2. Gtorermnent orders creating the poet. 

3. Whether this is the first appointment 
to the post (if not, how has the occasion 
for appointment arisen). 

4. Pay scales prescribed. 

6. Qualifications prescribed for the post. 

6. Experience prescribed for the post, 
if any. 

7. Age limits prescribed for the post. 

8. Particulars of the candidates aj^inted. 

(i) Name. 

(m) Address. 

(in) Date of birth. 

(»v) Educational Qualifications. 

(v) Previous experience. 

(vi) Other relevant particulars. 
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RECOMMENDATIONS OF THE STATE COMMITTEE ON TRAINING 
REGARDING RESTRICTED COMPETITIVE EXAMINATION FOR 

PROMOTIONS. 

{Reference: Chapter V Page 107) 

“1.6.2 Recruitment. —^In State and Subordinate serviceB where recruit- 
loent is made both by promotion and directly through the Public Service 
■Commission, it is recommended that 60% of the posts required to be 
filled in by promotion may be filled in on the basis of seniority-cum-merit, 
and the other 50% of such posts on the basis of a restricted competitive 
examination to be confined to the personnel with the requisite qualifications 
serving in the lower cadres/posts in the same department in whose direct 
line of promotion the posts in question lie. ” 
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RECOMMENDATIONS OF THE STATE COMMITTEE ON TRAINING. 


{Reference ; Chapter V Page 107) 

‘1. 6. 4 Department Promotion Examinations.—The committee feels 
that for promotion from subordinate to a gazetted or State service, or to 
a higher grade in the same service, a system of promotion examinations 
on the lines of such examinations held in the ,^jrmed Forces should be 
enforced. This would achieve a two fold objective, firstly, of ineludirg 
the service personnel to keep themselves abreast of the up-to-date develop¬ 
ments in their respective spheres of activity, and secondly, of enabling the 
Government to weed out really incompetent hands who do not deserve 
promotion. 

1. 6. 5 Some percentage of the promotions will, however, have to be 
made on the basis of soniority-cum-merit alone i. e. those who are not able 
to pass the promotion examinations, but who on account of their expe¬ 
rience, efficiency and service records, deserve promotion, may be promoted 
within this reserved quota. Further recommendations regarding the hold- 
ing of promotion examinations will be made for each service separately. 

1.6.6 Generally all promotions from Subordinate/Non-GAzetted Ser¬ 
vices to State/Gazetted Services should be made subject to the passing of 
a departmental promotion (qualifying) examination. Only those persons 
who qualify at these examinations should be considered eligible for such 
promotions, but amongst the successful candidates, promotions should be 
given on the basis of seniority-cum-roerit according to the rules in force at 
present. Only candidates with a minimum of three to five years qualifying 
service on the next lower post may be permitted to appear at the depart¬ 
mental promotion examinations. Each candidate may be given three 
chances to qualify at these examinations. The candidates who were over 
40 years of age on 1-1-1962 may be exempted from appearing at these 
examinations to begin with. In futiire, however, there should be no ex¬ 
ceptions from this rule. The syllabus for the departmental promotion 
examinations should normally be the same as that prescribed for the de¬ 
partmental examinations for direct recruits to the State/Gazetted services 
to which promotion is being considered. The pass marks in these examina¬ 
tions may be 40% in each paper. 

1.6.7 Those officers who are promoted to the State Services from 
the Subordinate Services after passing the departmental promotion (qualify, 
ing) examination may be exempted from appearing in the departmental 
examination for the State Services after such promotion”. 
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FORMS FOR ANNUAL CONFIDENTIAL REPORTS. 


{Reference ; Chapter P Page 111) 

FORM ‘A’ 

Anniifti Confidential Reports on Ofiicers of the State Services. 

CONFIDBNTIAL RePORT FOR THE YeAR ENDINQ^——'— -—— 

PART I 

1. Name of officer. 

2. Date of birth. 

3. Date of appointment: 

(а) in government service. 

(б) on the present post. 

4. Posts held during the year : Designation of post. Period. 

5. Present pay and time- scale. 

6. Whether present post held in perma¬ 
nent, quasi-permanent or temporary 
capacity ? 

7. Professional and technical qualificat ions 
of the officer. 

8. Is the Officer qualified to hold the post ? 

PART II 


(Note; —Apart from general remarks, if any, the following grading should 
be mentioned against each item, except for items 6 (b) and 6 of 
Group I and items 1,2,6, 7 (a), 8 and 9 of group IV : Outstanding, 
Very Good, Good, Average, Poor, Very Poor). 


I. Intellectual capacity: 


Grading General 
Remarks. 


1. Knowledge of the administrative or technical 
requirements of the job. 
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2. power of taking responsibility. 

3. Analytical ability. 

4. Ability to make useful contribution and take 
constructive action. 

6. Nature of Decisions : 

(а) Quality. 

(б) Impartial or biased. 

6. Initiative : 


(original, enterprising, resourceful, casual, in¬ 
different). 

7. Degree of self-reliance. 

8. Drive. 

9. Mental Alertness. 

10. Uprightness in official behaviour. 

11. Character ; 

1. Moral Character. 

2. Patience. 

3. Tact. 

4. ComJtesy. 

III. Health ; 

1. Constitution. 

2. Physical Energy. 

IV. Performance of Duties: 

1. Output of work; 

(Classify into one of the following categories) 
Outstanding in the amount of work he does. 
Gets through a great deal of work. 

Output satisfactory. 

Does rather less than expected. 

Output regularly insufficient. 
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2. Quality of work : 

(Classify into one of the following categories) 

Distinguished for accurate and thorough work. 

Maintains a high standard. 

His work is generally of good quality. 

His performance is uneven. 

Inaccurate and slovenly in his work. 

Promptness in disposal of work. 

3. Expression : 

(a) On paper. 

{b) Oral. 

4. Capacity for details. 

6. Effectiveness in management and organisation. 

6. Management of Subordinates : 

(а) Maintenance of discipline. 

(б) Attitude (sympathetic or otherwise) 

(c) Nature of control. 

(el) Impartiality in dealing with staff matters. 

7. Inspections : 

(а) Whether adequate or not. 

(б) Quality. 

8s Tours : 

(a) Whether adequate. 

(6) Whether purposeful. 

9. Contact with the public : 

{a) Is he in intimate touch with the general public in the area under 
his charge ? 

(b) Is he adequately aware of the problem facing the people in relation 
to his official duties ? 

General Remark. 

(These comments should indicate the way in which the officer has 
carried out his various duties during the year and give a summing up of his 
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personality, character and abilities. Particular mention should be made 
of instances of outstanding or notable work meriting special commendation, 
if any, and also of instances of particularly bad or indifferent work during 
the year giving brief particulars. Reference may also be made to ihe 
extent to which he has been able to achieve target s or attend to his prescribed 
business, e. g. disposal of case work by officers having legal powers. Also see 
notes given below). 

Omeral Orading. 

j)ate -—— Signature and Designation 

of Reporting Officer. 

Remarks of Senior Officers. 

Signature: 

Name in block letters: 
Designation: 

Signature: 

Name in block letters: 
Designation: 

Signature: 

Name in block letters: 
Designation: 

Integrity Certilicate. 

(Note: If it is intended to withhold Integrity Certificate, the Drawing/ 
Countersigning Authorities should follow procedure laid down in Memoran¬ 
dum No. F. 20 (9) Apptts.(A) 67, dated the 28th July, 1959). 

Nothing has come to ray knowledge which casts any reflection on the 

integrity of Shri.His general reputation for honesty 

is good and I certify his integrity. 

Date —^— --— Signature and. Designation 

of Reporting Officer. 

Notes: 1. In the case of all revenue officers and Executive Magistrates, 
separate remarks shall be recorded by the Collector and 
District Magistrate regarding the officer’s knowledge of law 
and procedure and his disposal of cases both criminal and 
revenue. Opinion of Distirct and Sessions Judge regarding 
Criminal case work shall be obtained by the Collector and 
attached to this report. 


2. In the case of technical officers, a separate note indicating 
the manner in which they attended to their technical work 
and achieved prescribed targets should also be appended to 
this report. 
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3. If any of the items indicated in the form does not apply to 
an officer in view of the nature of the post he is holding, the 
words ‘Not Applicable’ should be written against it, e. g. 
items 8 and 9 of Group IV for Secretariate Officers. 

4. In the case of officers of the Police Department, special 
mention should be made regarding their ability to supervise 
or conduct investigations and prosecutions. 


FORM ‘B* 

Annual Conlidential Reports on Ofticers of the State Subordinate 

Services. 

Confidential Report for the Year Ending. 


PART I 

1. Name of officer. 

2. Date of birth. 

3. Date of appointment; 

(а) in government service. 

(б) on the present post. 

4. Posts held during the year : Designation of Period. 

post. 

6. Present pay and time-scale. 

6. Whether present post held in permanent, 
quasi-permanent or temporary capacity ? 

7. Professional and technical qualificat ions 
of the officer. 

8. Is the officer qualified to hold the post ? 

PART II 


(Note :—^Apart from general remarks, if any, the following grading 
should be mentioned against each item, except for item 4 
(b) of Group I and items 1, 2, 6, 7 (a), 8 and 9 of Group TV: 
Outstanding, Very Good, Good, Average, Poor, Very Poor). 

I. Intellectual Capacity: Orading General 

Remarks 

1. Knowledge of the administrative or 
technical requirements of the job. 
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2. Power of taking responsibility. 

3. Peroeptiveness. 

4. Judgement ; 

(а) Quality, 

(б) Impartial or biased. 

5. Initiative. 

6. Zeal. 

7. Industry. 

8. Mental Alertness. 

9. Uprightness in official behaviour. 

II. Character: 

1. Moral Character. 

2. Patience. 

3. Tact. 

4. Courtesy. 

III. Health: 

1. Constitution. 

2. Physical Energy. 

IV. Performance of Duties : 

1. Output of work: 

(Classify into one of the following categories) 
Outstanding in the amount of work he does. 
Gets through a great deal of work. 

Output satisfactory. 

Does rather less than ejected. 

Output regularly insufficient, 

2. Quality of work: 

(Classify into one of the following categories) 
Distinguished for accurate and thorough work. 
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Maintains a high standard. 

His work is generally of good quality. 

His performance is uneven. 

Inaccurate and slovenly in his work. 

3. Expression : 

(a) On paper. 

(b) Oral. 

4. Capacity for details. 

6. Belationship with : 

(а) Superior Officers. 

(б) Colleagues. 

6. Nature of supervision over subordinate staff. 

7. Inspections ; 

(а) Whether adequate or not. 

(б) Quality. 

8. Tours : 

(а) Whether adequate. 

(б) Whether purposeful. 

9. Contact with the public ; 

(a) Is he in intimate touch with the general 
jiublic in the area under his charge ? 

(b) Is he adequately aware of the problems 

facing the people in relation to his 
official duties 1 

Goneral Remarks. 

(These comments should indicate the way in which the officer has 
carried out his various duties during the year and give a summing up of 
his personality, character and abilities. Particular mention shc>iild be 
made of instances of outstanding or notable work meriting special commen¬ 
dation, if any, and also of instances of particularly bad or indifferent work 
during the year, giving brief particulars. Reference may also be made to 
the extent to which he has been able to achieve targets or attend to his 
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l)rescribed business, e. g. disposal of case work by officirs having legal 
powers. Also see notes given below). 

General Grading. 

Date . Signature db Designation of 

Reporting Officer. 


Remarks of Senior Officers. 

Signature. 

Name in block letters. 

Designation. 

Signature. 

Name in block letters. 

Designation.. 

Signature. 

Name in block letters. 

Designation... 

Integrity Certilicate 

{Note :“If it is intended to withhold Integrity Certificate, the Draw- 
ing/Countersigning Authorities should follow procedure 
laid down in Memorandum No. F. 20 (9) Apptts. (A) 57 
dated the 29th July, 1969). 

Nothing has come to my knowledge which casts any reflection on 

integrity of Shri. His general reputation 

for honesty is good and I certify his integrity. 


Date . Signature and Designation of 

Reporting Officers. 

Noteb :■—1. In case of technical officers, a separate note indicating the 
manner in which they attended to their technical 
work and achieved prescribed targets should be also 
appended to this report. 

2. If any of the items indicated in the form does not 
aijply to an officer in view of the nature of the post 
he is holding, the words ‘Not Applicable,’ should be 
written against it, e. g. items 8 and 9 of Group IV for 
Secretariat Officers. 















FORM ‘C-1’ 


Anaual Confidtiitial Report on Section Officerf/Office Superintendent!/ 
Head Clerks 


AinsftrAii OoHFinE»TiAL Repobt fob the yb;ie bkdi»g 


PART I 


1. Name of Officer. 

2. Date of birth... 

3. Date of appointment!;— 

(а) in government service. 

(б) on the present post. 

Designation of Period. 

4. Posts held during the year. Post. 

5. Present pay and time-scale. 

6. Whether present post held in permanent, 
quasi-permaneiit or temporary capacity? 

7. Is the Officer qualified to hold the post? 

PART II 

1. Character. 

1. Moral Character. 

2. Patience. 

3. Tact, 

4. Courtesy. 

II. Health-. 

1. Constitution. 

2. Physical Energy. 

III. Knowledge and Performance of Duties'. 

1 . Supervision over the staff. 

(а) Nature of order and discipline 
maintained amongst the staff. 

(б) Whether loitering and late atten¬ 

dance of staff adequately checked ? 






(o) Did he inspect the work of the 
staff regularly, and ensure that 
there were no unnecessary arrears ? 

2. Haadling of dak and exercise of proper 
discretion in marking it for perusal of 
higher officers. 

3. Capacity for ensuring prompt disposal 

of work and submission of the various 
0 & M and other returns. 

4. Submission of cases in proper order 
{i. e. whether all relevant papers are 
put up properly referenced without 
errors of mis-statement of facts). 

5. Capacity to train, help, advise 
his staff and handle his sub¬ 
ordinates. 

6. Knowledge of procedures and regula¬ 
tions. 

7. Ability to handle intricate cases, 

8. Has he been responsible for any out¬ 
standing work during the period tmdet 
report meriting special commendation? 
If so, what ? 

9. Has he been reprimanded for in-diffe¬ 
rent work or for other causes during the 
period under report? If so, give brief 
partieulars. 

li. Remarks as to defects in character, in¬ 
debtedness, etc. which may militate 
against efficiency and suitability for 
particular types of work. 


11. Fitness for promotion. 

12. General assessment of personality, in¬ 
tegrity, character and temperament 
including relations with fellow em¬ 
ployees, etc. 

13. Assessment of integrity (If anything has 
come to your notice, please specify it al¬ 
so). 
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14. Grading : 

“Outstanding", “Very Good”, “Good”, 

“Average”, “Poor" or “Very Poor”. 

Signature of t he Beporting Officer........ 

Name in Block Letters. 

Designation. 

Remarks of the Reviewing Officer (Deputy Beoietaiy or 
Corresponding Officer). 

(The Reviewing Officer should carefully consider and state, whether 
he accepts the assessment recorded by the Reporting Officer in all respects. 
If he differs from the Reporting Officer in any respect, the fact should be 
clearly stated). 


Signature of next Superior Officer [with re- 
marks, if any) . 

Name in Block Letters.... 

Designation . 

FORM ‘0-2*. 

Annual Confidential Report on Dealing Assistants including Assistants/TJpper 
Division Clerks/Accountants/Accounts Clerks. 

AttinrAL COH'FIDBH'TlAL RePOBT FOB THE YeAB ENHIKO. 


PART I. 


1. Name of official. 

2. Date of Birth. 

3. Date of Appointment-.'— 

4. (o) in government service. 

(6) on the present post. 

4. Posts held during the year. Designation of Period. 

post, 

5. Present pay and grade. 

6. Whether permanent, quasi-permanent 
or temporary ? 

7. Sections in which served during the year 

under report and period of service in Depit.jSection. Period. 

each. 

8. Is the official qualified to hold the post t 









PART TI. 


I. Character. 


1. Moral Charad cr. 

2. Patience. 

3. Tact. 

4. Court csy. 

II. Health. 

1, Constitution. 

2. Physical Energy. 

III. Performance of Duties. 

1. Promptness and accuracy in di.sposing 
of work. 

2. Intelligence. 

3. Keenness and industry. 

4. Knowledge of procedure and regula¬ 
tions. 

5. Attitude for particular types of work. 

6. Skillin drafting. 

7. Referencing and paging of notes and 
correspondence. 

8. Keeping files and papers in tidy condi¬ 
tion. 

9. Maintaining properly the Assistant’s 
Diary and Standing Guard Files. 

10. Relations with fellow employees. 

11. Amenability to discipline. 

12. Punctual attendance. 

13. Has he been responsible for any out¬ 
standing work during the year under 
report ? If so, what? 

14. Has he been reprimanded for in-diffe¬ 
rent work or for other causes during the 
year under report? If so, give brief 
particulars. 

15. Remarks as to defects in character, in¬ 
debtedness, etc., which may militate 
against efficiency and suitability for 
part icular types of work. 

16. Fitness for promotion. 

17. General assessment of good and bad qua¬ 
lities. 
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18. Assessment of integrity (If anymin;: 
adverse has come to your notice, please 
specify it also). 

19. Grading : 

“Outstanding”, “Very Good”, “Good” 

“Average”, “Poor” or Very Poor”. 

Date . Signature of the Reporting 

Officer . 

Name in Block Letters .... 

Designation . 

Remailn o! tha Beviewlng Officer (Asiistant Secretary or 
Corresponding Otlicer) 

(The Reviewing Officer should carefully consider and state whether 
he accepts the a-ssessment recorded by the Reporting Officer in all respects. 
If he differs from the Reporting Officer in any respect, the fact should be 
clearly stated). 

Signature of the Reviewing 
Officer . 

Name in Block Letters . 

Designation . 

Signature of the next Superior Officer {with 
remarks, if any) . 

Name in Block Letters . 

Designation . 

Notb.—^TJ ie substance of an unfavourable report will, as a rule, be commu¬ 
nicated to the officer reported on either orally or in writing as may 
be considered appropriate by the Reviewing Officer and the fact 
of such communication noted on this report. 

In exceptional cases if the Reviewing Officer feels that communi* 
cation of unfavourable remarks will serve no useful purpose and may 
only discourage the Officer reported on, he should submit the matter 
for the orders of the next superior officer. 

FORM ‘C-3’. 

Annual Confidential Reports on Lower Division Clerks/Typists. 

CONFIDKNTTAn RBPOET FOa THE YbaR ElTDIilG. 

PART I. 


1. Name. 

2. Date of Birth. 














3. Date of continuous appointment to the 
present grade. 

4. Whether permanent, quasi-permanent 
or temporary ? 

6. Sections in which .served during the year 
under report and period of service in 
each. 


PART II. 


I. Character. 

1. Moral Character. 

2. Patience. 

3. Tact. 

4. Courtesy. 

II. Health. 

1. Constitution. 

2, Physical energy. 

III. Performance of Duties. 

1. Nature of work on which employed 
(Diary, Despatch, Rec(»rdmg and In¬ 
dexing, Cash and Accounts work, Typ¬ 
ing, Proof-reading etc.). 

2. Proper maintenance of prescribed re¬ 
gisters and charts, etc. (e.g. Section 
Diary, Control Chart, Despatch Regis¬ 
ter, Index Slips, File Registers, etc.). 

3. Accuracy and speed in typing. 

4. Intelligence, industry and keenness. 

5. Observation on capacity to express 
himself with clarity and comprehen¬ 
sion in his notes and drafts, 

(If he has had occasions to do case work). 

fi. Amenability to discipline. 

7. Punctual attendance. 

8. Relations with fellow employees. 

6. Fitness for promotion to the grade of 
Upper Division Clerk. 

10. General summing up of good and bad 
qualities. 



11. Asaossment of Integrity. (If anything 
adverse has come to your not ice,‘ please 
specify it also). 

12. Grading : 

“Outstanding",“Very Good”, “Good”, 

“Fair”, or “Poor”. 

Signature of the llej}orting Officer. 

Name in Bloch Letters . 

Designation . 


Remarki ol th« Reviewing Officer ( Assistant Secretary or Corresponding 

Officer). 


(The Rjvievving Officer .should carefully consider and .state whether 
he accepts the assessment records by the Reporting Officer in all respects. 
If he differs from the Reporting Officer in any respect, the fact should be 
clearly stated). 

Signature of the Revieuing Officer ... 

Name in Block Letters . 

Designation .. 

Signature of the neat Superior Officer {with 
remarks, if any) . 

Name in Block Letters . 

Designation . 

Not*. —^The substance of an unfavourable report will as a rule be communi¬ 
cated to the officer reported on either orally or in writing as may be 
considered appropriate by the Reviewing Officer and the fact of 
such communication noted on this report before it is sent to the 
appropriate officer for custody. 

In exceptional cases, if the Reviewing Officer feels that commuin- 
catioa of unfavourable remarks will serve no useful purpose and 
may only discourage the officer reported on, he should submit 
the matter for the orders of the next superior officer. 


FORM 'C-4’. 

Annual Oonlidential Reports on Private Secretaries/Peisonal Assistants/ 

Stenographers. 

CONVIDEHTIAL REPORTS FOR THE YEAR EltDIifG 

PART I. 

1. Name of Officer. 

2. Rate of Birth. 
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3. PKsent grade. 

4. Date of appointment to the present 
grade. 

6. Kvnes of officers with whom employed 
during the year and the period served 
with each. 


PART II. 


I. Oharactera. 

1. moral Oharaoter. 

2. Patience. 

3. Tact. 

4. Courtesy. 

II. Health. 

1. Constitution. 

2. Physical Energy. 

III. Performance of Duties. 

1. Regularity and punctuality in atten¬ 
dance. 

2. Proficiency and accuracy in steno¬ 
graphic work. 

3. Intelligence, keenness and industry. 

4. Trust-worthiness in handling secret 
and top secret matters and papers. 

6. Maintenance of engagement diary and 
timely submission of necessary papers 
for meetings, interviews, etc.' 

6. General assistance in ensuring that mat¬ 
ters requiring attention are not lost 
sight of. 

7. Initiative and tact in dealing with te¬ 
lephone calls and visitors. 

8. Ifature of other duties, if any on which 
employed and whether carried them out 
satisfactory. 

'*‘9. Fitness for promotion to the next 
higher grade. 

10. Suitability for working as a Section 
Offioer/Assistant. 



11. Brief mention of any outstanding or 
notable work, if any, meriting special 
commendation. 

12. Has he been reprimanded for indiffe¬ 
rent work or for other causes during the 
period under report! If so, give brief 
partioulars. 

13. Remarks as to defects in character, 
indebtedness, etc., which may militate 
against efficiency and suitability. 

14. Qeneral assessment of personality, cha¬ 
racter and temperament including re¬ 
lations with fellow employees, amena¬ 
bility to discipline etc. 

15. Assessment of Integrity . 

(If anything adverse has come to your no¬ 
tice, please specify it also). 

16. Grading : 

“Outstanding”, “Very Good”, “Gewd”, ‘‘Pair” 
or “Poor”. 

Signature of the Reporting Officer, 

Name in Block Letters . 

Designation .;. ■ 


*In the case of steno-typist this assessment should be given in regard 
to fitness for promotion to both the grades of Stenographer and 
Upper Division Clerk. 







PROFORMA FOR QUARTERLY STATEMENT OF DISCIPUNARY CA SES TO BE SENT BY ALL DISCIPUNARY 
AUTHORITIES TO THEIR HEADS OF DEPARTMENTS AND BY HEADS OF DEPARTMENTS TO THE 

ADMINISTRATIVE DEPARTMENTS OF THE GOVERNMENT. 
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10. Director of Social Wei- 1. Mis-appropriaticoi. 4 | 

fare, Jaipur. 2. Criminal case. 2 

3. Non-compliance of orders. 3 11 7 225 days. 4 1 Enquiries under 

4. Wilful absence. 1 progress. 

5. Negligence of duty. 1 
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14. Director of Stationery 1. Misappropriation. 1 ] 2 141 days. 

& Printing, Jaipur. 2. SGs-behaviour. 1 | 

15. Director of Public Re- N.A. 1 .. .. 1 1 The Case is under 

lations, Jaipur. Enquiry. 
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rnlleitor Sirohi. 1- Misappropriation. 5 ] 16 13 132 days. 2 10 Enquiries are 

’ 2. Negligence of duty. 10 ( progress. 
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B. Statement indicating the average time taken at varioiu atagea of 
departmental enquiries (Bxnbezalement cases). 

A study was conducted of the cases of departmental enquiries relating 
to embezzlement & mis-appropriation, obtained from the Commissioner, 
Departmental Enquiries, with a view- to ascertaining the average time taken 
at each stage of the proceedings. The following statement indicates the 
average time spent at each stage. 


S. No. Stages of departmental Average time taken No. of cases 

enquiries in completion. on the bas.s 

of which 
Years Months Days average cal¬ 
culated. 


1. Completion of audit 

7 

• • 

9 

2. Completion of preliminary enquirj- .. 1 

6 

10 

3 

3. Framing of charges, statement of 

allegations against all delinquents 2 

10 

6 

6 

4. Service of charge-sheet 

1 

6 

18 

5. Inspection of records and uTitten 

statement of defence .. .. 1 

11 

27 

19 

6. Appointment of Enquiry Officer 

• • 

19 

6 

7. Completion of enquiry by Enquiry 

Officer 

11 

26 

8 

8. Issue of final show cause notice 

• • 

23 

6 

9. Reply to show cause notice 

1 

9 

4 


10. Issue of final orders .. .. .. 4 , 


4 




APPENDIX XXI 
DELEGATION OF POWERS 
(iJe/erence: Chapter VI Page 128) 

A. Service matterg: 

The following powers should be delegated to the leyels indicated in 
each case ; 

1. Secretariat.—Only siieh matters ns indicated in Chapter III(C) 
should be dealt with in the Secretariat. 

2. Beads of Departments.—(i) Postings and transfers of the officers 
of the State Services drawing salaries in scales with a maximum of 
Rs. 800/- or less. 

(ii) Promotions to the posts of district level officers and equivalent 
posts according to rules for a period of six months, or till Government 
orders on the recommendations of the Departmental Promotion Committees 
are issued, whichever is earlier. 

{in) Powers to take disciplinary action and inflict minor punish¬ 
ments on the officers of the State services posted in their departments. 

8. Regional Level Officers—{i) Appointments, postings and trans- 
fers of ministerial staff of and above the status of Upper Division Clerk* 
except Office Superintendents and Stenographers. 

{ii) Transfer of officials .belonging to the subordinate services of 
the State' within their respective regions. 

{Hi) Powers to take disciplinary action against and inflict minor 
punishments on officers of the subordinate services. 

4. District Level Officers.—{i) Appointments, postings and transfers 
of Lower Division Clerks and Class IV servants. 

{ii) Powers to take disciplinary action against and inflict minoru 
punishments on members of the ministerial staff other than those enumerated 
at sub-item {i) above. 

{Hi) Power to censure, according to rules, officers of the Sub¬ 
ordinate Services working under their administrative control for defaults 
committed by them. 

5. Heads of Offices : {if gazetted officers). —(i) Powers of appoint- 
ments of Glass IV staff. 

(ii) Powers to inflict minor punishments on Lower Division Clerks 
and the penalty of Censure on ministerial staff of higher status. 



DELEGATION OF ADMINISTRATIVE POWERS 
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Power to inflict mi- Any authority Full powers. (t) Heads ofDe- Infliction of minor 

nor punishments. which has power parfments. punishments on the 

to make a subs- officers of the State 

tantive appoint- Services, 

ment to the post («) Regional Infliction of minor 



which the Govt. Level Officers. punishments on 

servant holds. the officers of the 

subordinate ser¬ 
vices. 
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(ti) Power to make Heads of Deptts. Upto 4 months when Heads of Deptts. TJpto 4 months when 
Offici«ting appoint- Class I. the maximum Class 1. the maximum pay 
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136. Power to extend Administrative De- Pul] powers within (i) Heads of De- Extension npto one 

joining time. partment of the the maximnm li- parlments. week in each case in 

Government. mit of 30 days in respect of ministe- 

circumstancesna- rial services and 

rrated in rule 136 class IV servants. 
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provision, in case of buildings the 
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To obtain standard forms by in- Full powers to Heads of Depart- Subject to budget provision full 
dent on the Printing & Static- ments who may delegate this powers to the Heads of Offices, 
nery Department. power to Heads of Offices sub¬ 

ordinate to them. 
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APPENDIX XXn 


REGISTRAR OF COMPLAINTS/REPRESENTATIONS/RECEIVED 
FROM THE PUBLIC. 

(Reference Chapter VI Page 132) 


S. Date of receipt Officer by whom Orders passed by the 
No. received officer concerned 


1 


2 


3 


4 


Dates of issue of communication Dates of issue of reminders 

calling for report/information relating to Column. 6 

if any. 


5 6 


Date of receipt of reply to the Gist of final orders Date on which 

communication at Col. 5. passed. final orders passed. 


7 



\ 

1 


8 9 





N. B.—This Register should be put up to the Off;ce Superintendent/Head 
Clerk once a fortnight and to the Officer-iiK harge once a month. 




APPENDIX XXIII 


STATEMENT SHOWING THE NUMBER OF CASES PENDING 
DISPOSAL FOR OVER SIX MONTHS. 

(Reference: Chapter VI Page 136) 

Name of Department/Section. Month ending.. 


No. of Cases pending disposal 

•— --—'—'—"-y—'—•—'—'———■—■—— - 

Below 6 6 months 1 year Over 2 
months to 1 to 2 years Total, 
year years 

2 3 4 6 6 


1. Files pertaining to reference 
from the Government of 
India and other States pen¬ 
ding final reply or disposal. 

2. Files pertaining to assu¬ 
rances given to Rajasthan 
Legislative Assembly pend¬ 
ing final reply or disposal. 


Classification 


1 


3. Files other than items 1 & 
2 pending final disposal. 


TOTAn 


Remarks with explanations 
if.any, for cases pending 
over 6 months. 

7 


Section Officer, 


Department. 










APPENDIX XXIV 


STATEMENT INDICATING THE PROGRESS OF PREPARATION 
OF DEPARTMENTAL MANUALS. 

(Refennci : Chapter VI Page 126) 

A. List oj Departments in which Departmental Manuals have been fina¬ 
lised. 

1. Forest. 

2. Irrigation. 

3. Insurance. 

4. Directorate of Employment, 

5. Board of Revenue. 

6. Directorate of Primary to Secondary Education. 

7. Rajasthan High Court. 

8. Jagir. 

9. Prisons. 

10. Police. 

11. Public Works Department (BAR). 

12. Public Works Department (Health). 

B. List of Departments in which Departmental Manuals have been prepared 

but are under examination. 

1. Co-operative. 

2. Food and Relief. 

3. Economics A Statistics. 

4. Mines & Geology. 

6. Printing A Stationery. 

G. List of Departments in which Departmental Manuals ore under prepara¬ 
tion. 

1. lajasthan Canal Board. 

2. Rajasthan underground Water Board. 

3. Agriculture. 

4. Directorate o Sanskrit Education. 

6. Directorate oi Local Bodies. 

Archaeology and Museums. 
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7. Animal Husbandry. 

8. Colonisation. 

9. Devasthan. 

10. Directorate of Technical Education. 

11. Rajasthan State Electricity Board. 

12. Archives. 

13. Directorate of Oriental Research. 

14. Social Welfare. 

16. Rajasthan State Roadways. 

10, Directorate of Medical & Health Services. 

17. liocal Fund Audit. 

18. Industries and Supply. 

19. Transport. 

20. Elections. 

21. Public Relations. 



APPENDIX XXV 

WEEKLY ARREARS STATEMENTS 
(Reference : Chapter VI Page 136) 

Name of Section.Week ending 


S. 

No. 


No, of receipts in 


Name of the Brought forward Received during ilie 

dealing Clerk from the previous week 

week 


1 


2 


3 


4 


hand 



Dealt with during 
the week 

For 3 days and 
under 

3 to 7 days Over 7 days. 

5 

6 

7 8 





Initials of the .subject Remarks of the Offi- Re marks of Super- 
Total Clerk ee Supdt./Head visory Officer 

Clerk 


9 


10 


11 


12 
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APfEiroiX XXVI 

MONTHLY STATEMENT OF CASES PENDING DISPOSAL FOR 
OVER A MONTH. FOR DEALING CLERKS/ASSISTANTS. 

{Reference : Chapter VI Page 135) 

Naiae of Section.Name of Clerk.....Month. 


Current No. & date 
of receipt 

From whom re¬ 
ceived 

Brief title Present stage 

1 

2 

3 4 


Reasons for delay 
in disposal 

Remarks of Offi¬ 
cer Incharge 

Orders of Head of Remarks 
Depa rt ment/Of f i ce 


5 


6 


7 


8 
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appendix XXVII 

RESULTS OF THE TIME-MOTION STUDY OF SECRETARIAT FILES. 


{Reference : Chapter VI Page 136) 


Forty-two files of the Secretariat Departments selecttd at random 
were studied with a view to ascertaining the average time taken at each 
stage in dealing with a paper under consideration on these files. The 
number of files studied from each of the Departments selected for the 
purpose is mentioned below :•— 


S. 

No. 


Name of Department 


No. of files 
studied 


Revenue 

Irrigation 

Power 

Education 

Home 

Co-opefat i ve 
Finance 


6 

7 

11 

4 

3 

4 
7 


The approximate average time taken at each stage in dealing with 
a paper under consideration in the Secretariat as revealed in the time- 
motion studies is as follows ;•— 


Average time taken in depart- 
menta (in days)_ 


S. No. Stages 


§ 

> 


C 

o 


cS 


P5 ^ 


u 

O 

PM 


& 

o 


a 

o 


6 


Average 
for the 
Secretariat 
8 .S in (days) 
a ta 


04 


9 


10 


1 

Diarist., 

. . 1.0 

2 

Despatcher 

.. 6 

3 

Typist 

.. 1.1 

4 

Dealing Clerk . • 

.. 8.1 

6 

Accountant 

.. .. 

6 

Section Officer 

.. 2 


1 

1.2 

1 

1.6 

1 

1 

1.1 

1.7 

1.1 

3.6 

1.6 

1.5 

2 

2.5 

1.4 

2.8 

.5 

. . 

4.5 

2.7 

2.1 

9.4 

4.3 

8 

2 

8 

4.3 

6.3 

* • 

• , 

1 

• . 

« • 

• . 

1 

3 

1 

4.7 

1.3 

2 

1.4 

2.2 
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1 

2 

3 

4 

5 

6 7 8 

9 

10 

7 

Assistant Secretary 

2.8 

4.6 

1 

4.6 1 4.2 

3 

3 

8 

Deputy Secretary 

3.6 

3.1 

4.6 

6.7 .. 4 

3.1 

4.8 

9 

Secretary 

3.6 

2.6 

2.3 

6.2 .. 5.2 

11.7 

6.1 

10 

Accounts Officer 

1 

. , 

1 


1 

1 

11 

Budget Officer .. 

• 

V 

. 


.3 

.3 

12 

Officer on Special Duty .. 

1.1 

1 



. . 

1 

13 

Chief Secretary 

. . 

2.1 

1 

.6 .. .. 


1.2 

14 

Deputy Minister 

1.3 

1.1 

1 

7.2 .. .. 


2.6 

15 

Minister 

6.8 

2 

2.6 

2.7 .. .. 

1.4 

3.1 

16 

Chief Minister .. 

•• 

2.4 

1.7 


.3 

1.4 


Tlie average time taken in references to the. consulting departments 
of the Secretariat was also studied, and the results are indicated below:— 


S. 

No. 

1 

Reference Department 

2 

Average time 
taken in a Remarks 
reference 

3 4 

1 

Finance Department .. 

.. 3.1 days. 

2 

Law Department 

.. 3.3 days. 

3 

Planning Department .. 

.. 4.7 days. 

4 

Appointments Department 

.. 2.6 days. 
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APPENDIX XXVIII 
REGISTER OF SANCTIONS. 

{Stfertnce : Chapter VII Page 143) 

S. Nature of pro- From whom Date of receipt With whom 
No. posal received. received. of proposal. pending. 


1 2 3 4 5 



Reasons for delay. Remarks of the Officer- Remarks of the Hfead of 

in-charge. the Department. 


6 


7 


8 



APPENDIX XXIX 

STANDARDIZED FORMS FOR PROPOSALS FOR SANCTIONS. 

(Reference-. Chapter VII Page 142) 

(a) Proposal for sanction to confirm a Government servant in his 
appointment. 

GOVERNMENT OF RAJASTHAN 

.Department. 


From, 


To, 

The Secretary to the Government, 


No. Date 

Subject: —Confirmation of Shri.(Gazetted 

Officer). 

Sir, 


Shri.was appointed temporarily to officiate as 

.officer vide this Department/Government Order No.... 

Dated.on a vacant post for a period of.months/years. 

He joined the post on.(date). His work during this period 

has been satisfactory. He has also passed...;.Examination 

conducted by.in the month of. 

It is requested that he may kindly be confirmed on this post with 
effect from.(date). 

Shri 
from. 


.was recruited as. 

consequent on his passing the 


with effect 
. .Examina- 























cxxVi 


tion conducted by the Rajasthan Public Service Commission/.in 

the year. He was appointed on probation for.years. 

During this period he was required to undergo theoretical/prnctical training 

in.Department/School/Inslitution. The period of probation 

will be over by.(date). He has also passed the prescribed 

examination held in the month.as required under. 

(Service Rules). His work during the probationarj’ period has been salis- 
faetory. 

It is requested that he may kindly be confirmed on. 

(post) with effect from.(elate). 


Yours faithfully, 
Dos'gnation... 

(b) Proposal for sanction of crossing the efficiency bar. 


From, 


oovernment of bajasthak 
...department 


To, 


The Secretary to the Government, 


No. Date 

Subject :—Sanction for crossing of Efficiency Bar by Shri. 
(name with designation). 


Sir, 


Shri.working as.(post) in tin's 

Department in the scale of.has reached the stage of 

efficiency bar at Ps.His next date of increment falls due from 

..(date). 
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He is not required io ii^jpej r at any departmental exam naiion under 

.(Service Rules) or any instructions issued in relation to 

tile holding of departmental examination. 

OR 

He has passed the departmental examitiation as required under the 

.(Servile Rules)/ins(ructions issued in relation to the 

holding of deitarimentul examination. 

He has worked steadily and to the best of his ability. 

His integrity is beyond doubt. 

He h.as given definite proof of his competence to perform satisfactorily 
the full duties attached to the charges which officers of his rank are called 
upon to perform. 

It is requested th.at Government sanction to cross efficiency bar and 

to draw Rs.per mensem in the scale of.with 

effect from.may kindly be issued. 

Yours faithfully, 

Designation. 

(c) Proposal for sanction to undertake work f( r a private person or body 

and acceptance of fee. 


GOVERNMENT OP RAJASTHAN 

.Department, 


From, 


To, 


No. 


Date. 
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Subject :—^Permission to Shri.to undertake. 

(name of work or job) with...and to accept 

fee of Rs.thereof. 


Sir, 


The President/Secretary.Corporation/Instjlution iias 

requested this Department to entrust the work/job of.to 

Shri.(name and designation) on the payment of fees of 

Rs.per mensem for a period from.to./lumpsum 

fee of Rs. 

Shri.has agreed to undertake this work on the 

payment of fees as mentioned above. This will not cause dislocation or 
detriment to his normal duties and due regard has been paid to the 
general principle enumerated in rule 13 of the Rajasthan Service Rules. 

The fee received by Shri.shall be/shall not be sub¬ 

ject to the provisions of Rule 47 of the Rajasthan Service Rules and accord¬ 
ingly he will be/not be required to credit one-third of the fee to the (general 
Revenues of State under the head. 

It is, therefore, requested that Government sanction under Rule 

43(a) of the Rajasthan Service Rules to permit Shri. 

to take up the work/job.and to accept fees as mentioned above 

may kindly be accorded. 

Yours faithfully, 

Designation. 

(d) Proposal for grant of honorarium. 


Prom, 


GOVERNMENT OP RAJASTHAN 

.Department. 


To, 


The Secretary to the Government, 


No, 


Date, 
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Svhject Grant of honorarium of Be...to Shri.....for 

the work of.. 


Sir, 

Shri./The following staff.Is/ai'e 

required to perform special work/additional work of ... 

(details of work to be mentioned). . Thip wyk itt nei^er legitimate -pert 
of his/their duties nor it is otherwise obligatory, yet it ha* to .be .carried 
out in public interest. 

This work can be done by devoting considerable continuous extra 
labour and time over and above the normal duties and working honys for 
which he/they is/are not to be compensated in any other font. 

In sending this proposal, due re^rd has been paid to the general 
principle enunciated in Rule 13 of the Rajasthan Service Rules. 

The expenditure is chargeable to head.. 

It is, therefore, requested that Government sanction for, payment 

of Rs.as honorarium to Shri...., ../the above .men* 

tioned persons may kindly be iBsqcd under Rule 43(o) of ^he iRHjasG^ 
Service Rules. 

Tours faithfully, 

Designation . 

(e) Proposal for sanction of time'barred payment. 


Government oe Rajasthan 
.Dbpabthsnt 


From, 


To, 


The Secretary to the Government, 


No. 


Date. 



















cxtt 


: r-Suutti<m to the.i»ylneDt of time>barred salary/Travelling 
Allowance/Grade increment/Allowance claim of Bhfi. 


Bit, 

'n»6 timn-barr-ed Salary/Travelling Allowance/Grade increment/ 

Allowance claiBi of ^#i/)9mtk4.*.for the period from. 

to....amounting to Re.(in words) is sent herewith. 

payment of the claim could not be made m time for the feasons that 
..(reasons to be recorded). 

The claim has otherwise been found in order and remains unpaid so 

far. The certificates prescribed in Finance Department order No.i. 

dated.are sent herewith along with the bond executed by the 

Government servant. 

The amount is chargeable to the budget head.. 

wherein there exists sufficient provision to meet these expenses. 

It is; requested that Government sanction for the payment of time- 

barred bill under Rule...........of the General Financial and Ac- 

connte Bnles may kindly be conveyed. 

Tours faithfully, 
Designation . 

(/) Proposal for sanction to undertake journey outside Bajasthan. 


Govxenmbut or Rajasthah 
. Defabtmbkt. 


From 


To 

The Seortiary to the Qovernment, 


No. Dated 

0oh.—Sanction for journey outside Rajasthan. 

StB, 

Inconneetionwith..... 

...(reasons for journey), I recommend to depute Shri 



























(name A; designation) to attend the office/meertfDg/ctmfefWiii^e at. 

(place) on ...(date) in tlw intereat of departmental 

working. 

I, therefore, request you kindly to accord sanctieA tM^‘altoir ^ 

officer to travel outside Rajasthan fi^...... .to. 

on.(date). 

Ttmrs 

Designation . 

^g) Proposal for extension of appointment of a temporary Oovemment ser^ 
vant. 


GovaaNiaiHT oi Rajasthan 
...DBTABTirBNT 

From 


To 

The Seoretary to the Government, 


No. Date 

Subject. —Extension of appointment of a temporary Oovernment *»r» 
vant. 

Sib, 


Shri..(name) was temporarily appointed 

as.(designation) with effect from.. 


.vide this Department Order No....dated 

.for a period of four months- in penance 

of Finance Deparimenli Order No. P. 6 (9)' P.Di/A/P/68k dated the nth 
June, 1958, under Rule 36/60 of the Raja^aa ^rvlca Boles. pre- 


sent term of appointment e:^ire8 on. .. .(datejlL 

As required under rule.of the. 


Service Rules, a requisition has been sent to t^ BajaiStlmm l^hUs S^ioe 
Commission for holing, examination for revrtdtment on the poat/lbr con¬ 
vening meeting of departmental promotion Ciammitltee to Ml in the post 
but as this work is likely to take a few w«el^ tkDe aiwoy i)* coWidered 
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necessary to i ^<1 term of temporaiy/officiating appointment for a 

fu^^Hf period, of two months with effect from.(date). 

According to the provisions of rule.of the. 

Seryipe Buies, it is within the competence of the Government to appoint 
any person temporarily to officiate on this post upto six months. It is, 
therefore, requested that the Government sanction for the extension of pre¬ 
sent term of appointment from.to. 

may kindly be accorded. 


Tours faithfully. 
Designation . 


(A) Proposal for sanction of deputation of Government servants on training. 


From 


To 


GoVSBNUXNT 01“ Rajasthas 

...DBFABTMSItT 


Date 

ffuiyeolDeputation of Shri. 

on training of/in.... 


Sir, 


Shfi,...is at present working as ... 

since....». In pursuance of Government policy/instructions, 

it is recommended to depute him on training of/in. 

This will enable him to acquire higher proficiency in his work and willresult 
in bringing about improvement in the working of the Department. 

The period of training is for a duration of.months. During 

the absence of the officer on training Shri.•will look 

after the current duties/will hold full charge of the post under rule 86/50 
of the Rajasthan Service Rules, ' 






















cxxxiii 


It is, therefore, recommended that Government sanction may kindly 
be accorded on the following terms:— 

(») The period of training will be treated ns on duty under rule 7(8) 
of B.S.E. 

{ii) The officer will draw pay in accordance with the prov'sion of rule 
36 of R.B.E. 

{in) He will be allowed travelling allowance and daily allowance at 

the rate of.per mensem/eompensatory allowance for 

the duration of the training according to Finance Department 
order No.dated. 

{iv) He will execute a bond prior to proceeding on training to serve 
the State for a period of.years.months. 

(») The fact of having acquired the training will not entitle him to 
promotion or higher emoluments. 

{vi) The training shall be completed during the stipulated time. 

The expenditure is chargeable to the budget head.out 

of the current yeat’s provision. 

Tourt faithfully, 

Designation . 
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STATEMENT SHOWING THE EXPENDITURE ON TWENTY-SIX 
SERVICE STATIONS. ENGINE AND CHASSIS SERVICES AT 
THE 26 DISTRICT HEADQUARTERS OF THE STATE 

{Reference ; Chapter VII Page 146) 


I. Noit-recnrring Expenditure: 

(a) Permanent Fittings : 


1. 

Bamps .. 

Bs. 

62,000/- 

2. 

Water Tanks (with necessary Gf.I. Pipes) 

Bs. 

62,000/' 

3. 

Washing Platforms 

Bs. 

18,000/- 

4. 

Car Washers 

Bs* 

26,000/- 


Totai. 

Bs. 

1,43,000/- 


(6) Tools <6 Other Equipments : 



1. 

Fitter Chest*—26 sets. (Containing sot of:«— 
Fix Spanner, Bing Spanner, Box Spanner, 
Screw Driver etc., etc.) 

Bs. 

7,800/- 

2. 

Grease Funs--26 (Big handle type) .. 

Bs. 

3,900/. 

3, 

Oil Cans (Pressure typo) 62 @ 10/- .. 

Bs. 

620/- 

4. 

Funnels—62 @ 2.60 

Bs. 

130/. 

6. 

Trays—130 @ 2.00 

Bs. 

260/- 

6. 

Hand Vices 26 .. 

Bs. 

1,300/- 

7. 

Bubber Hose for water 

Bs. 

660/- 

8. 

Almirahs-26 

Bs. 

6,200/- 

9. 

Workshop Tables-26 

Bs. 2,600/- 

10. 

Oil Fitting Syringes.— 26 .. 

Bs. 1,860/- 


TOTAIi 


.. Bs. 10,370/- 
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n. Beoarring Bzpenditnie. 

At present there are district pools of the Government vehicles at all the 
district headquarters and there is already provision for a helpei? in seven 
district pools and a mechanic grade II in fourteen and a mechanic grade I 
in the remaining twelve districts. The mechanic grade 11 is not adequately 
trained and qualified to carry out the repairs. A mechanic o^ requisite 
qualification and training assisted by a helper will be necessary for each 
unit. The only additional recurring expenditure required for a servicing 
unit, therefore, would be for upgrading the post of the mechanic grade 11 
to mechanic grade I in fourteen districts and creating nineteen posts of 
helpers. The financial liability on account of the recurring expenditure 
would, therefore, be as follows :>— 

(a) Salary : 

(») Mechanics .. Additional expenditure for upgrading Bs. 5,880/- 
the post from grade II to grade I in yearly, 
fourteen disir cts (scale for grade I 
Bs, 106-5-200 & for grade II Rs. 

76-3-00-4-110-6-130.E. B.-6-160. The 
difference between the average mon- 
thly pay of grade I and grade II 
(Rs. 163) 

(ii) Helpers : 19 (Scale of pay Bs. 66-90) IBs. 17,666 

Totaj. .. Rs, 23,436 


{b) Lubricants, grease and cotton waste etc. .. .. Rs. 62,(X)0/- 

Snmmary: 

I. NoiKcecarting expenditure. 

(o) Permanent fittings .. .. Rs. 1,43,000/- 

(b) Tools and Equipments .. Rs. 16,370/- 

Rs. 1,69,370/- 

II. Beouning Expenditure. 

(o) Salary .. .. .. Rs. 23,436/- 

(6) Lubricants, Grease & Cotton 

wastes etc. .. ,. .. Rs. 62,000/- 


Rs. 75,436/- 



appendix XXXI 

REGISTERS OF INSPECTIONS 


(Reference. : GMptcr VIII Page 157) 

A.'^- TO BE maintained IN OFFICES INSPECTED. 

The R?.gi.st,or sliould be mainlained yenr-wise and should contain 
entries relating to the inspoctionn condueled in the preceding five years of 
the offiCe concerned. As an index of the inspections conducted and com¬ 
pliance made, the following pro forma may be adopted :— 


S. Date of Inspection Name and Designs- Date on which Ins- 
No. tionof Inspecting Off)- pection Note was re- 

cer. ceived in the Office. 

12 3 4 


Date on which the compliance Signature of the Head Bemarks. 
report was sent to the Inspecting of Office. 

Officer. 

6 6 7 


The first few pages of the Regis; er may be ass gned to this basic 
information, the subsequent piige.s should be divided section-wise and should 
be in half margin. The important remarks recorded in each Inspection 
Note by the Inspecting Officer should be noted in the first half margin 
and the nature of compliance made in the second half margin. In token 
of having checked the compliance made, the Head of Office should initial 
each entry in the second half margine. The Head of Office himself should 
record his inspection note in this register. 

B. TO BE MAINTAINED BY REGIONAL LEVEL OFFICERS. 

In the offices of the regional level officers, a ‘watch register’relating 
to the inspeclions conducted by them and the officers subordinate to 
them should be maintained in the following pro foitoa : 


S. Designation of Name of Inspect- Offices to be inspected in the 
No. Inspecting Officer iug Officer course of the year, according 

to the instructions and 
periodicity. 

12 3 4 
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Dates on which 
the offices in 
column 4 were 
inspected 

Dates on which 
inspection notes 
were recorded by 
the Inspecting 
Officer 

Dates on which 
the compliance 
report was received 

by the Dispeoting 
Officer from the 
Impscted Office 
functionary. 

General remarks 
of the Regional 
Officer regarding 
the quality of 
inspection work. 

6 

6 

7 

8 


The district level officers vill naturally endorse copies of their own 
inspection notes to the regional level officers. Infonnation tegaiding, tb.e 
inspections conducted by we officer below the diatcict leye|a^;^e dates 
on which the compliance Was reported should be sent to the regional level 
officers by the district level offkiere concerned, without upd^ dele^. The 
regippatleyel officers should review the position with regard to the inspec- 
tipiu cqoducted by the officers subcwdinate to them anid send their remarks 
to the district level office^ once a Quarter^ The matter should also be 
discussed in the periodiisid m^eetings of ^he officers concerned- Definite 
remarks regarding the quali^ and quantum of inspections conducted should 
be recorded in the atmual confidential wports of all supervisory officers. 



APPENDIX XXXII. 

PANCHAYATl-RAJ SET-UP. 

(Beferenoe : Chapter IX-A Page 166). 

Oovunment J^esoiM 

A. suae Headqmrtera : 

The adminietration of Pan;^ayati Baj iuBtitutione at the State head¬ 
quarters is the responsibiity of the Derelopmeixt Commissionef, who is 
also ex-officio Secretary to the Ck>v»rszaeoQt in tjie Development Depart¬ 
ment. He is assisted by the Joint Development Gcmmiesioner-cum-Deputy 
Secretary to the Government, Development Department, three Deputy 
Development Commissioners, one Director Training, one Assistant Deve¬ 
lopment Commissioner and other technical staff, The Development De¬ 
partment exercises supervision and control over the activities connected 
with the development activities of the various depariments concerned with 
rural development. Since the execution of the community development 
programmes in the field has mostly been assigned to the Panchayati Baj 
bodies, the Development Department is mainly responsible for the proper 
functioning of these bodies and with this object in view it provides 
necessary guidance to these bodies. 

B. Dietriot Level : 

At the district level, the Collector is the District Development Officer 
who is assisted by a Deputy ^District Development Officer and an Assisiant 
Engineer Irrigation for Bloch works. He has got an inspectorial staf 
for conducting the inspections ^ of the Panchayats in the district. The 
District Development Officer is required to inspect and co-ofdinate the 
activities connected with community development programmes and func¬ 
tioning of the Panchayati Baj bodies. 

n. LooAl BodiM. 

A. Dietriot Level: Zila Pariehad, 

The Zila Parishad comprises the Pradhans of the Panchayat Samitis 
in the district, Members of Parliament and the State Legislative Assembly, 
and Pfesident of the Central Co-operative Bank of the district and the dis¬ 
trict Collector, (who he is a non-voting member). There is a provision for 
co-opting some members to represent ce;^in weaker sections of the Society. 

Po^MM and Fanctioni- 

A. The Zila Parishad is an advisory body charged with the res¬ 
ponsibility of co-ordinating the activities of and giving appropriate guidance 
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to the Panchayat SamitiB and Village' Panchayats, and reviewing the 
progress of vafiouB developmental activities undertaken ia the district and 
advising the State Government in this respect. It is also consulted by 
the State Government regarding the preparation of the, Five Tear Deve* 
lopment Plans for the district. In this connection it examines plans pre¬ 
pared by the Panchayat Samitis in the district and sends its comments to 
the State Gh>vernment. It also advises the State Government regarding 
the programme which are administered by various departments of the 
government in the district. 

It has not been authorised to raise any taxes or cesses directly, and 
is solely financed through State grants and donations. It distributes the 
grants allotted to the district between the various Panchayat Samitis, and 
examines and comments upon the budgets prepared by the Panchayat 
Samitis. 


B, Block Level: Panchayat Bamiti: 

All the Sarpanchas of the Panchayats falling within the area of a 
Panchayat Samiti are its members. TSiere is a provision for co-option of 
certain members representing certain interests, and. providing expert 
advice in the fields of administration, public life or rural development. 
A Krishi Kipun declared as such by the Zila Parishad is alfco a member. 
Members of the State Legislature are associate members of the Panchayat 
Samiti (They do not have voting rights). 

It is an executive body which functions through its standing oom- 
mittms for different subjects. Its Chief Executive Officer known as Vikas 
Adhikari is normally drawn from the State Administrative Service. There 
is a team of Extension Officers who are subject-matter experts in their 
respective fields. At the Panchayat level the Village Level Worker func¬ 
tions as a multi-purpose man although he largely concentrates on agricul¬ 
ture production and looks after a group of Panchayats. 


FonotioiU: 

It is a primary responsibility of the Panchayat Samiti to properly 
execute the community development schemes transferred to it. Develop¬ 
ment schemes in the fields of agriculture, animal husbandry, rural sani¬ 
tation, social education, village communications, co-operation, rural hous¬ 
ing etc., are largely executed by the Panchayat Samiti in accordance with 
the plans for the area. Primary education has been transferred to the 
Panchayat Samiti and Primary Schools are run by it. Although the pri¬ 
mary Health Centres have not been transferred to the Panchayat Samitis, 
they are required to function in close co-operation with the Panchayat 
Samitis. In the field of rural sanitation, Panchayat Samitis have their 
own Sanitary Inspectors who look after the Panchayat Samiti programmes, 


Panchayat Samitis have their own sources of income raised through 
taxes, cesses, donations ft contracts, besides the various grants and loans 
given by the State Government for specific purposes and schemes. 
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C. Village Level Panehayats : 

All the Panchas and the Sarpanehas of the Pknchayata are direetly 
elected by the people. Some members are co-opted to represent special 
interests. There is a Secretary to assist the Panchayat in the discharge 
of its duties. 

FtuHstions: 

Bes des executing the schemes of the Panchayat Samiti in its area, 
it is reapons ble for maintaining senltary conditions, in the village, arrange¬ 
ments for light land drinking water, and looking after the publ-c streets, 
bunds, bridges, graz ng lands, village forests, abadi lands etc. It adjudi¬ 
cates village dispiites which are of an executive nature. 

Panehayats can raise their revenues by imposing the taxes and duties 
assigned to them and through voluntary contributions, 

Nyay* Panohaysti: 

The jurisdiction of a Nyaya Panchayat extends to a number of Pan¬ 
chayat Circles. Its members are directly elected by the people. The 
Chairman of the Nynya Panchayat is elected by its members. 

* 

The Nyaya Pairchayat has both criminal and civil jurisdictions. 
Offences punishable under sections 140, 160, 172, 174, 176, 178, 179, 180, 
188, 202, 228, 264, 266, 266, 267, 269, 277, 278, 279, 283, 286, 286, 288, 
289, 290, 294, 323, 334, 336, 841, 362, 366, 367, 368, 374, 379, 380, 381, 
403, 411, 426, 428, 430, 447, 448, 461, 604, 606, 609, and eidof the Indian 
Penal Code a^ offences under certain miscellaneous Acts are triable by the 
Nyaya Panchayat. The civil jurisdietjen of the Njaya Panchayat ex¬ 
tends to the .suits not exceeding Rs. 260/-, suits for damages not exceeding 
Rs. 260/- for breaches of contracts not affecting immovaHe property, suits 
for compensation for wrongly taking or injuring movable property not 
exceeding Rs. 260/- in value and suits for specific movable property not 
exceeding Rs. 250/- in value. 
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TYPE APPLICATION FORM FOR ALWTMEm OF IKON AND 
STEEL AND OTHER CONTROLLED COMMODITIES. 

{Retennee : Ohapttr X Page 186) 

oomnoBira of bajabthan 

IndiiiiriN and SttppUei DppMtnunt. 

To, 

The Collector, 

District. 

Sir, 

I ItaTo the honour to request you ^hat I may kindly be allotted the 
following articles 

1. Description of the articles.... 

2. Quantity requii^. 

3. Purpose for which Required,. 

4. Whether similar article was previously obtained ? If so, when 

and in what quantity.. 

6. Name and address of the person Te^ifying the purpose at item S, 
if any... 

6. Whether such recommendation is attached ? Tes/No 

7. Remarks. 


Date. 


Signature of the Af»Ueant. 
Addrett of As AppHtam. 


OinCB NOTE. 

1. Date and tiin» «f:reoelpt ofvppttoation. 
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3. By whom tecoired. 

8. Whether the applicant U qualified for the allotment of the com¬ 
modity in question 

4. Whether sufficient stock of the commodity in question is avail¬ 
able with the atm>kist 

6. Oeaeral rmm^< 


Signature, 

Designation. 

Orders of the competent officer. 


Signature, 

Designation. 


From 


(to be detached and sent to the applicant) 
Sepli/ to m oppuetmt 

The Oolleotof, 

District... 


To 


Mr 

Please refer to youT application Wo..doted...for *he 

supply of.(state material and quantity). 
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This iB to infom you that.(state material and 

quantity) have been allotted to you. You may please obtain your material 

ftom.(State name and add^e of tbe ate^ist) before 

.(state date of ei^ry). 

OB 

It has not been possible to accede to your Hequest in question be. 
cause.(state reasons in brief). 

Yours faithfully, 

Collector, 

District. 
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